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^ Designed to gi^e the faculty of Mankato State 

University information necessary to the daily perf ormance of their- 
tasks, the 1975-76 faculty liandbook includes: (1) • - 

administration — central, schools, divisions, ad mi cist rati ve, and 
support; (2) policies and procedures — instructional, personnel, 
facilities, services, and f iriancial ; ' (3) governance; (4) e^qual ' 
opportunity and affirmative action; (5) employee labor organizations; 
and (6) budget and finance. Appendices cover organizational charts 
and university gove«:nance units organizational structures. (KE) 
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Thoro iq not a oinglo Inotanco in recorded hictory of 
a Facnilty/Staf f Handbook having boon lncJl?udod or) a 
list (3^ fdvorlto roadingo. \ 

*But it io our hope that thio publication will give 
you* in format ion necosoary to the daily performance 
of your taalco at the univoraity. This lo atlarge 
and complex campuo and the procedures deocrli^sd 
heroio are intended to facilitate your work, 

Jif it oucceedfl in thi^t venture we shall gladly leave 
to othora the goal of being ranked on reading lioto; 
•if it doeo not, your ou^ostionjgf for improvements- 
v^ill be gratefully recoiv^jd. ' ^ 

My boat (*iohes for a oatiafying and productive year 
at MankatQ State. 




pouqiars R. Moore 
Preaident 



* , \ •» •quMi opportunity •mployar 
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UNIVERSITY Administration " • ^ 

. Central Admini^ation 

fresident. T,bfirole of the umvorsity prosidont is ndontifiod in chapter six of 'ttio State Unlverjlty Board Governing 
Rulos. Tho following excerpts roprosnnt an ovon/iBvv of tho president's ros^nslbil^^^^^ . , 

/ he president is (he chief ^xecu,(fVe officer of the university and as such 
is responsible and accountable to the Board through the chancellor for " 
the operation of the uriiversit)^ and its educational and rented program, . . * 
f^e is empowered to t(;ffie anv actidn appropriate^ or necessary to carry out ^ 
th^ duties and rcsponsi hill ties assigned to^him 00 his office. He may delegate 
t/ie duties assigned to hinTto bther administrative officers or other agencies 
of the university, inLludimpatult^- members^ Students^ or university committees/ . ' 
^ sub fee t to his riqht^ to'^sumc any duty he deljsgates,^ 

- .' . ^ ■ 

r 

r . . / he president sliall make c ertain that the affairs of the university are . 
conduc tvd in anordamc with all relevant statues, rules or appropriate state* « 
agencies, these iioterninq rules, internal rules, operating policies, and unlv^ , • 

trs/h constitution. ^ ' . ' 

I hi' president is ui>timatvi\ u'\ponsiblv tor recruiting, appointing, retaining, 
remoyinq-and imposing \ani t ions on; granting salary increases, tenure, and 
^ promotion io, and defining the duties of all persons employed by tfie university, 
• • including nwrnffci^ of the ■faiu/t\ and administra(^ve officers. . , ^. 

7 he pfi'sidcnt sticlf take all reasonahic at tion to promote and protect the 
^ health and safety of jif persons o(j the university campus. 

. I lie president is respifpsihle fi>r preparing, reviewing, approving, and 
implementing ail university budgets and fisc al plans. • 

Vice President for Academic Affairs. Responsible to the president for matters pertaining to if>struction, the 
faculty and the curriculum This inrludos responsibility for assessing the cufflciilar offerings of irll schools'and * 
divisions and rocommcndinq buflrjet allocations lor oil phases of the education program^ 

^' . • *s 

Academic programs and adminLstrati\fi^its rcportmg to the vice president for academic affairs include schools 
and divisions, admissions, registrar, institutional research and evaluation, media system, community prOgfams 
and services, and research anjj grants. In addi^xfn, the office coordinates the faculty improvement grant program, 
■ as well as sharing responsibihly for the ta*rttution's student orientation/advising program with the vice president " 
for studenf services. Contact Margaret Proslto. Vice Presiilont for Academic Affairs; Old Main room 103; phone 1312 

\ i . " 

Vice Prosidont for Student Services. Responsible to the president for areas of student life not directly assdciated 
with the instructional program. Programs and admini5tra|ive units unOer the vice president's directlorl Include 
financial aids, counseling and psychological services, career development and placement, centennial student uhloh, 
housing, inlorhational students, health center, -food service, and the Residence hall conference center. The vice president 
, for student services has a shared responsibility for the allocation of student activity funds with the resource management 
^ - office and the director' of business affairs. Additionally, the vice president Is responsible for developing and recdramending 

f or the residence halls, cafeteria and the student union. Contact Carl Lof y. Acting Vice President for StiJdent 
gpj(^"s;Siurfenl Union room 225; phone 2123. 



Assinant Vica PrHidint f er Rtioiiiii Minagtmtlit Rtiponsibli to thi prisidtnt for institutlonil budgit 
develop mint, partonnal manegimint (clauif lad and'^unclassif ted), computer 9ervicfs« end the business effeiri offke. 
The essistent vice president sheris responsibilitv for the ellocation of student ectivity fee funds with the diiecto/ of 
business affairs and the vica president for student services. Contact E. R. McMahon, Assistant Vice^resident for • 
Resource Management; Old Mein room 213; p5one 6623. « ^ n 

University Railtioiis Officer. Responsible to the president for the ed ministration of university publications, 
informational services, presidentiel convocatkinl, comrfNmctmtnts, univtrsity commujj^ications, developmapt, and 
^serves as the legisletive liaison. Contect Jo^in Hodoweplc, Director of University Reletlons,*1Md Mein ro'^217; 
phone 2021: . , ^ ' ' ' '{] : 

Director of Businiss Affiirs.^ Responsible for <&e supervision of the business operations of the uni^rsity, including 
purchaang, cash control, accounting, monitoring of income end axpenditures, e^ vwll es a responsibility ftir the 
administration of student ectivity fee eccounts. The director jeports to the assistant vice president for resource 
manage ment-and the president is eppropriat^ ConUct Dian Traugtr, PIractor of Buslnass Affairs; Old Main room 
222; phone 2264. ^ . ' < ^ 

Facilities MinaBement Officer- Responsible to the president far capiul improvanlfnts, campus planning, end the move 
' of valley campUS programs and activities to hi(^hland campus. Vhis office brings together into one unit some of the ectivities 
formerly as$i^ned to the executive vice/jresident with those previously held by the Office of College Menagement including 
.inventory, security'services, vehicle pool and buildings and grounds. ^ Contact the Facilities Management Off leer; DM room 215 
•phone 6,448. » - « 

Executive Assistant to the President. Responsiblo to the president for the proper functioning of all phases of 
the work of the president' s off Ico. Contact Judith Mans, Exocutive Assistant to the President; Old Main room IpB; 
phono 1 1 n, ^ 



Schools and divisions 

" Schoob Deans arid Division Chairpersons. As administrative head oi a school, the school dean or divisltjp chair- ' 
person playt a leading role In the de\)elopment of the academic program^and the allocation of personnel and other 
resources. The dean is responsible for the faculty of tlie school and.reports to the vice oresldent for academic affairs. 
Tho dean or division chairperson, with the-assistance of department'chairpersons and c^ter and institute director^. / 
Mordinatos the assignment of classroom space, prepares clas/schedulevdevelops recruiting procedures. Isrespnsiblo 
forljudget preparation and control and prepares recommendations on faculty appointments, salaries, promotions^ and 
retentions. . ' ■ * 

i)8partmcnt Chairpersons, Center and fnstitute Dirtctors. These Individuals serve as tho admihlstrativo heads of 
^ their particulif aca(tpn|ic programs anti. vrorking closely wi^h their faculty, provide leadership in thS development of 
other policies and procedures. They^are responsible for the efficient manaigemont of theirjprograms and report through 
their respecjivG dean or division chalrpersBn'to the vice president for academic affairs. 

r • 

School of Arts and Science. Tho school of arts and science is characterized by diversity and depth. It offers 
academic programs, utilizing the combined strength of more than 200 faculty, which range from the more traditional 
liberal arts programs to institutes of environmental studios and urban and regional studios. Its more than twenty 
* programs not only include departments and institutes but also prj^joct centers such as tho Southern Minnesota 

HistoricarContor.. Thcrschool contributes toward a broad libocalizing education which helps students dove(oji individual 
talents. -Student advising services are available in tho dean's office, tontact Elwood Ehrlo. Arts and Science Dean; 
* Armstrong Hall room 226C; phone 1 71*3. ^ 

School of ftj^inesi Programs offered by tho school jof business consist of a general education background, bujtiness 
core, and areas of (fbncontration in accounting, management, marketing, finance; economics, international business, 
aviation management', and construction.managqmont. A graduate program is available, and it is offered both on and 
off campus. Research facilities for faculty and students are provided by the school through tho bureau of business 
and economic research with economic education services for area schools offered by tho /ontor for economic education. 
Student advising services are ciuailablQ in tho dean's office. Contact Morgan Thomas, Businoss>Dcan; Nichols room C-087A'; 
* phono 2963. • 

School of Education, in addition to providing strong undergraduate and graduate programs for tepchors, counselors 
and administrators, the school also offers non-teaching programs in psychology, media, industrial and technical studies, 
homo economics and vocational rehabilitation counseling. Tho school^of education is organized into five-major areas trnd 
has established five coordinator positicfns. Tho major areas include tho center for advanced professional proficiency, tho 
contor for curriculum and learning strateOies. tho center for cultural dhd behavioral education, the center for vocational 
competency, and tho center for^xporjontial and alternative education. Coordinator positions established include those in 
rosoa;ch and publications; field studios; clinical oxporioncos;recruitmorTt. admissions, retention, and teacher certification; |)nd 
hum^n relations. Student advising services are availabl^tn tho dean's office! Contact Benjamin Buck, Education Oeon; , 
Armstrong Hall room.118; phono 1215. 

School of Health, Physical Education arid Recreation. Departments within tho school mclud^^^ health science, 
physical education, recrcation and park administratjon. and athletics. Through thoso discipJinos the school offers 
gonoral educatioh C04/rsoi; provides leadership, oqbipmdnt. and facilities for student recreation; provides highly skilled 
students with intonsivo instruction - with opportunities to tost thoir level of skill in competition with students of 
other colleges and univei'sities; develops curricula to prepare students for careers in physical odi#cationT hojalth and ^ 
recreation; coortfinatos tho physical therapy and occupational therapy programs; and contributes interdisciplinary 
C9urses to tho programs of tho' other ar^as of the^nivorsity. Student advising sorvicos are available jn tho dean's 
Qi . Contact Roy Moore. HPER Dean; Highlartd Arona room 122A; phono 6314. 

^ . . ■ .10 ' . 



School of Graduite Studies. The school offers master and specialist degrees in a variety of areas. The mast&r.of 
science program is firmly established with about 3,000 dBflrees granted through spring quarter, 1975. The master of 
arts degreepis offered in sixteen areas, with over 500 degrees awarded m the past eight years. Master degrees offered 
y include the master jof arts in' teaching, master of music, and master of business Qdministrat^on. Specialist degreas 
available include those in curriculum and instruction and educational instruction. The fadulty senatarC committee on 
graduate academic programs, composed of representatives of the graduate faculty and graduate student assembly, 
provides assistance in the dovoloprflent of gradaate policies governing the operation of the scbool. Contact Winston 
Benson, Graduate Doan; Old Main room 100; phono 2321. ^ 

Division off Nursing, The division of nursing offers a four year program leading to a bachelor of -science degree and 
the R.N. The curricuTum offers students an opportunity to develop a soand theoretical and clini^l basis.for the < 
professional practice of nursing. In 1974 the challenge examination program was implemented for registered nurse 
siuifonts who aro graduates of either hosipital diploma or associate degree programs. Thi^ nurses may earn a baccalaurDatO 
degree^ 'challenging' a nu.mbor of coursosirPttfu generic program. Opportunities for continuing education offered 
by the division assist registered nurses in our nirie county regional development area to update their knowledge and 
skills enabling them to meet state requirements for re-licensure. Contact Rita Kroska, Division Chairperson; Nelson 
Hall room 11 7; phono 1121. ^ . , 

•f 

Community Programs ancfl^ervices. The dean of community programs develops and maintains a schedule . 

of community and continuing education programs, oMkampi/s (extension) classes^ regional services, and services and 

programs involuing students, faculty, community resources, business and industry. The extended campus division of ^ 

community programs and services develops programs for now cliontolo ir^communitios in tho university '^service area 

so that courses and programs can bo made accessible to southern Minnesota residents who hravo formerly been unable 

to pursue or complete university work. Contact Hari^V Fitterer, Community Programs Dean; Old Main room 21 8; phono 257S. 

Media System. Tho media system, consisting of Memorial Library, valley campus reading rpom and reprographic 
sorvico, music library^and Wilson Campus School majdia center, supports the academic program and is responsible 
for thQ. selection, acquisition, preparation, organization, assistance, and instruction in the use of media materials and 
technology. As of Juno 30, 1575, the library's collection consisted of 447,621 volumes, 61 6,561 units of micro-text, 
' '54,337 mapsTjnd aerial photographs. 7,228 records and tOBps, 2,1 1 5 periodical subscriptions, 34 newspaper subscriptions, 
1.961 films and videotapes, and 7,-001) units of other non-print media^The collectipn is augmented through tho use of 
tho M^^nnesota Intorlibrary Telo-Communications Exchange (^INITEX) wfiich pormiU rapid access and retrieval Of 
materials m library collections throyghout Minn(^sota. 
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media system has depository centers lor both Minnesojta state documents and federal govornnfient documents^; a 
(lop^itory for the U. S. army rnap sorvico and U.S. geological survfly regional mapsi; a center for Minnesota studfos, 
which IS affiliated with the state historical society; and a complete data processing equip men^^gjnter with on-line 
computer terminals housed Within Memorial Library. 



Services mclude;the rental and maintenance of a 16fTfm film library, provision of equipment and supplies for tho 
university autotutorial p/ogram. a recording sound booth, audio listening stations, television studio, portable video « ^ 
equipment distribution, dupliQation of audio and video tapes, duplication and paper copies'of microforms, coin- 
operated Xerox machines, central duplicating and printing, photographic and graphic art services, duplicati^in of 
instructional materials, photo-offset printirig, photographic film processing and printing. 2x2 slide preparation and 
duplication, Overhead transparency productiofv general rffounting and laminating, maintenance and repair of all media 
tochnoldgy oqurpmont, 16mm film production. de8igr>and fabrication of instructional equipment, and consultation 
on the preparation and acquisition lOf all types of media resources. Special services for faculty^ndude^intorllbrary loan, 
provision of sYudy carrels, availability of conference and seminar ropms, procedures for reserve of materials, equipment, 
media system orientation and instruction for individualsand groups, and development of special bibliographies and 
"latonals collectlbns. Contact Dale Carrison, Director of the. Ljbraries, Memorial Library room 1010, phone Iftll; Ed 
^r^'Olby, E)<l5cutivo Director of Media Systems, Lincoln Hall room 113, phone 1181; Russ^mllng, Director of Reprographics, 



j^^^^ Jncoln Hall room 1 1 6, phone 1181. 
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Hiilth-Rilitid Proorami. Thi dNn of hMlth^itaftd programs providn conwlutiw ind coordinfting nrvicis 
to hMlth ralatad pr0((rams including dantil iducation, nursing, mtfdlcal tichnology, imtrg^cy hiilth cart, md • 
hMlth sciMCt. Tbf programiiri divilopid md housid whira ihiy mrh bist fIttidlrffWnistratlvilWin tirms of currlr 
culum.ficulty, ficllftliyqulpmint or spies utlllzrtlor^ Contict FnJcli Pynt, Dun of Hitlth-Rilittd Programi; 
McEtroy Cintir M39; Jlonr 2729. ■ 

^ ^ • ' ^ " • • 

^ A|rminiitrat||a and Support ^rvicfs * 



Admissions. ThB.id4»ion of undergraduiti md tranffir studintsis coordinitfd by thi oflice of idrniuions. 
it IsrtsponsiWi for thi|iiiquiHficiti^n of studinUforicidimicriuonsind thp rudmission of disquiimed students. 
Contact^Rpss Aim, Director of Admissions; Did MsJn room 117; phoni 1823/ ' 



f Alumni Services. The director of unlverslty'rilitlons miintilns i contlnijy[ng contact with university greduates. 
The ilu^nl office, a component of the university reletlons office, works with the elumni essocletlon board of diractors 
in Implementing program^ which Include the puBllfiitlqn ol-the querterly newspaptr, Menketo Stete University Today, 
anr^uel elumni gift cempelgns, affanging elumni evenU end providing siich other services rftfiuested by the university's 
elumni. Content John Hddov«Mt, University Reletlons Officer; 0,W Mein room 217iphtKe 20?1. " 

Auxiliary Sarvicas. the cooi^dinatbr of euxiliary services reports to the facilities menagement offlcV and Is 
respoosible for thTi operatSfon of the vehicle office, post office, and the supply room. Auxlllery services also hentdles 
applications for the use of univefsity fecilitles end the sct^eduling of the university owned bul Contact Mike Hodapp> 
Auxiirery -Services Coordlmaor; 6ld Main room 115; phone 1322. 

Caijpus Planning. The («r«ctar of campus plennin^reports to the facilities management officer and Is responsible 
for creating a physical enV^ijonmeDt conducive to the mission of the university, planning for future campus expansion, 
programming new buildingijiind ^pediting actual building construction. In addition^ the director assists in coordlnati'rfg 
local campus developmient p]ins s^i\\ those of the State University Board central office end the state architect. Contect 
Ira Johnson,J)irec'tor of CaltitJUS Pjiihning; Did M^n room 115; p^onB 2225. ^ 

Career Development and Placefnent Center. ^ The center assists studenis, alumni, as well asiatulty and staff In 
planning for and seeking now pareen. The center pcovides career planning services and placement opportunities. Contect 
David Hendel, Career Dovolopment aod Placement Center Dirauor; Grawrford-McElroy tommons; phone 1918. 

Computer Services. The dir|ctort)f computer services Is responsible to the assistant vice president for resource 
management for providing computin| lorvicos to academic and administrativo units. The director also servosjis the 
institution's represontativo to the lnf|rfnatlon Services DivisioiToflhe Minnesota^tate University ffoard and consults 
directly with the board office's diroct^rlof information sorvices on matters related to the operation of the Mankato 
State Univeraty Regional Compdtor (Tj/nter. Contact Loyno Hopkins, Computer Servirts birector; Did Main room^ 1 12; 
phone 6651. / ^ \ • ' ' • 

Gounseling and Psychologidil; Services Center, llhe center prbvldes services to stuiJents and staff mtmbers 
with educational, vocational, pe|$oi)al anti social problems. T^e center, which is located on the first floor of l-wing, 
McElroy Center, provides administiftlonjnd interpretation of 'achievement, optitudft, persbnality and Interest tests, 
anttsafvesa^a site for the G RE, Otfep, DHAT, LSAT; ACT, ATGSB, and WAT tests. 

• ■ H 

The center maintains an extensive Viwran< service program, consisting of vocational and personal counseling, \/eteran's 
outreach services, coordination for vite>a(l!|concerns on campus, development of individual veteran'i programming, 
and veterans adpiinistration information. f|We services are available to student and non-student veterans /)t no charge. 
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K6MA Radio* KQMA-AM is a student operated radio station broadcasting by carrier current ta the university 
residence halls. The station broadcasts contepiporary-connmercial pcogramming 19 hours a d^y, seven daysa week, 
' - at 800 on the AM fiiaL Mlanagement and program decisions are made by the station's student- manager ih eonsu Itation 
' * with KGMA's radio advisory coupcil-a group consisting of a representative from each residence hall and a representative 
from tlie student housing corfimittee. Contact* Marilee Rickard; Station Maftager; Gage Center BTower; phone 1898. 

KMSU Radio, KMSU-FM is the university's educational, non-commercial radio station. The station operates from 
' 7:00 a.m: u^til midnight ^ 90.5 on the EM dial. KMSU is a laboratory for broadcasting majors of the* mass communications 
^ institute. Contect Steve Wolf, Wrectcfr of Radio; Old Main room:401; phone 2921. * ' * » 

. ' Publications. Jbe publications division, a.component of the university relations office, assists faculty, students, and 
administralSve and academic unitsin the development of brochures, pafnphlets and und,ergradrate and graduate 
. bulletins. It provides professional and'technical assistance in the preparatidti of qppy,.desigri^out afid?final com- 
position of such publicatlbns.' Contact AnTta Stone, DiFedorrolPublicatrons; CfM Main room*?17; phorte 20^1. 



UNIVERSITY POLICIES AND' PROCEDURES 



\ 



Status of Internal iPolicies and Procedures. All university regulations and adrpinistratfve procedures must be 
conslstfent with State University Board Governing and l/iternal Rules. The institutional policies found herein supplement 
those board rules and serve as additions to the regulations found in the 1975-76 Undergraduate Bulletrn, 1975-76 Graduate , 
Bulletin, t_975 Graduate Policy Hanabook , and the Business Office Procedures Manual. A personnel procedures manual 
isbejngdevelopedfor distribution to departments during 1975-76. \ * ^ 

> ^ ' • ' \ ' ^ . ' ' 

Instructional - • ^ 

Auxiliary Courses. /New undergraduate courses may be taught on a temporary basis without formal approval ^ ' 

from the undergraduate academic j[)rograms committee. Such courses are termed auxiliary courses, and they will be 
autpmatically !deleted from the approved course file and may not be offered after having been offered twice, or after 
.Jhey have been on^-the approved course file for two years (ten quarters, including summer sessions), whichever 
occurs first. Alt auxiliary courses offered duflfig a schoQl year wHI bejiisted in the Undergraduate Bulletin under 
dejiartmental course descriptions. An auxiliary course may not be added to the quarterly or summer class schedule. 
A proposed co.urse must^be reported simultaneously to the comj^ittee oil undergraduate academic program, the school 
office, and the regist/ar's office after it hgs been apprqved ijy the department chwrpersons and has tentative approval 
of the dean ^ the schopj! Contact Oon Jorgenson, Associate Registrar; Old Main room 105; phone 6266. . 

Bo^okstpre/T extbook Policies. All required textbooks and supplementary classrooin/laboratory material must 
be approved by the department chairperson, institute director, school dean or division ftiairperson and the office of 
the vicjB president for academic affairs. ^A list of^such material is approvecf by the vice president for academic affairs 
and is available to the highland campus shop bookstore and any other bookstore requesting a copy. Changes in 
textbook and/or supplementary material will be taken only on approved forms.- . 

School deans or division chairpersons are responsible for reporting required books and supply needs to the vice president 
foriicadeimic affairs at least 45 days prior ||b the beginning of each academic quarter. Normally, such items gr^ used 
fork period of4hree years. Textbook and^upply orders are required by the highland campus shop bookstore 
approximately nine weeks before the beginning of each new quarter. 

Summer sessions I and II orders are to be submitted nine weeks prior to the beginhiog of summer session I. Textbooks 
in inventory which are not being used during th? next quartef will be returned to the publisher before the quarter is 
completed. Each instructor will be notified two weeks prior to the date of return, which will be approximately , 
seven weeks into the quarter. Highland campus stOre hours are 7:45 a.m. to 4:30 p.m. Monday through Thursday 
and 7:45a.m. to 3:00 p.rp: Friday. Valley store hours are 9:30 a.m. to 2:00 p.m. f ive dayS a week. Contact Roger 
Stamm, Highland Campus Shop Bookstore, Centennial Student Union; phone 231 7. 

Class Sch^uHng and Examination Schedules. Class schedules are submitted quarterly to the vifie president 
for acadenriic affairj^offfce through the school deans and division chairpersons. These official schedules are to be 
follQwed in all^lasses unless written approval for change has been issued by the office of the vice president for academic 
affairs in consultation with school deans and division chairpersons. Absences requiring changes in the class or exam 
schedules must be approved by the d#artment chairperson, school dean, and the vice presiderft for academic affairs. 
Changes in classes or examination schedules are not permitted for the purpose of modifying an employee's vacation 
schedule. Unauthorized changes in official schedules for either classes or examinations will be considered an absence 
from assigned duties. Contact the appropriate school dean ord'rvisibn chairperson. 

CourfSe Outlines. Each'^'school, division and department has on file a course outline of each course listed 
in the undergraduate and graduate bulletins under the school, division or department. Course odtlines are revised 
^ jime to time to bring the subject majtter and/or procedures up to date With recent developments in the field. 
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Chtngesm cour^otJtllnes roust be approved by^the dapartment or center end the school or division. Such chenges 
in content ere generally mede In consultation with the curriculum com mitt^e^of the dapartment involved. Changes^ 
in course titles of number? should be considered for approval by the committee on undergraduate academic programs 
or the committee on graduate agadamic programs on the recommenda^n of the school dean or division ;;hairperson. 
Since many courses serve as a prerequisite base for o^er courses, apifo^bd'coursa outlines should be^followed in/ 
order that students will not be handicapped in succeeding courses. Contact the appropt/Tate school dean. 

Extended. Campus. The following guidelirgs haye been developed to permit th9 office of community programs 
an^ services tflfexpedite proces^g of documents relating to salaries and jeimbursem^nt^xpenses for faculty. ^ 

Y Expenses or salaries can be allowed^ly for extended campus classes sc^eduledthrough the off ice of 
community programed services, 

2. Authorization for reimbuFsement and overload pay will be made by the office of community 
programs and services to each faculty member upon fulfilling the following responsibilities: 



a. Filing^jf class list of registered students with the office of community programs and 
servrces, after second week of class. ^ 

Determination that ail class registrations are completed andytleared by the re^gistrar's 
office. 



3. 



Shared-travel scheduling is e^ential for economic and energy conservation purposes* Reasonable 
schedules wiH be developed by the extended campus programs. The office of community programs 
and services is unable to approve expenses for other travel program transportation modes* 



/ 



4. Completed reimbursement requests must be submitted rriontbly, no later thanthe 20th of the mo 
following that month in which the expensesWe incurreb. Retroactive expenses cannot be approved. 
Employees should followteimbijrsemer/t procedures and complete forms detailed in sections A-2 and 
Oof the Business Office Procedures Manual which is available in each department office. 

5. Maximum allowa'BlB expenses will be compute.d on the basis of one faculty person traveling 

by state car to the course delivery site at the rate of ten delivery dates per cour^, plus the ^ 
price of the appropriate meal as described under State University Board policy. 

. ■ ' 

- Reimbursement for course ^p.enses which ex^fild these maximums will not be authorized. 

Reimbursement to faculty who accrue different or additional expenses (such as additional 
meals, lodging fees, private car usage, etc.) is not allowable within existing state guidelines* 

6. Departmiants should (a) prepare all instructional materials for the course; (b) prepare the final copies of 
aHexpense forms and submij them to the office of community proflrams and services by the 2(hh of each 
month; and (c) file completed course request forms with the office of community programs^and services 
in keeping with described deadlines for each quarter. 

Contact Harold Fitterer, Dean of Community Programs; Old Main room 218; phone 2574. ^ 



Field Trips. In keeping with the overall policy of the university, faculty have freedom of action in scheduling field 
trips such scheduling to be proscribed within limits of sound professional judgment. 



-7 •J 

O Though'the university is proWbited.from providing liability insurance for faculty members m res()ect to their instructional 
ERXC duties the faculty are protected by sovereign Immunity to the same extent that they are in the classroom from 
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liability arising out of thiir*actions as instructors. Should litigation ba brought against a fi^ulty mdmbar for any 
action arising out of instructional dutlas, tha attornay ganeral will provide legal counsel at the expanse of the state. 

^University vehicles used for field ti4ps«re covered under the state liability insurartce policy. Faculty using their own 
chicle for which they seek reimbursement are responsible for caiVyinfl liability insurance offering sufficient coverage 
for passengecs carried under field trip conditi(J*is. < 

Faculty members should i^otlfy their dean's office two weeks In'ndvanifi of a planned field trip. 

In addition, facufty members should distribute field trip notification blanks to all students of the class. Contact 

appropriate dean. . " 

Glide Reports. Faculty members must submit quarterly grade reports for their students on the class roster schedules 

supplied by the reigstrar's office. JjDn completed schedule^ must be returned to tire registrar's office on or before 

tf!B deaiine set each quarter by that office. Contact Don Jorgenson, Associate Registrar; Old Main room 105; phone 6266. 

Incomplete Grade Reports. An incomplete grade report ^orm for each strident receiv^ng-anincomprete should 
^ be attached by the Instructor to the grad«sf oster report form before it is accepted by the department or program area. 
The Incomplete grade report form should be filed in the department or program area office.* (The course i'nstructot 
may also wani to keep a copy.) When a change qf grade form converts the incamplete into a letter grade, the incomplete 
grade report form should be re movedj rom the files and destroyed. The definition of what constitutes an incomplete 
IS found in the Underfaraduate bulietOT. Contact the appropriate dean or Don Jorgenson, Associate Registrar; Old - 
Main room 105; pfipne 6266.* ' * * . . 

* * - ' .. * ' 

New Course Approval. To secure approvaj of an undergraduate or* graduate coursfrthe following steps should be ^ 
taken: -<1) the course should be presented to the department/institute/center in which the course is to be offered, ^nc|, * 
if approved, it should^ie forwarded to the school or division currtculum'comnjittee; (2) whdn the school or division 
has officially approve^i the course, the school dean or division chairperson should recommend the proposed new 
undergraduate course to the committee on undergraduate academic programs or graduate, course "to the committer 
on graduate academic programs. In recomipending tl?e course to tbe undergraduate academic programs committee 
a completed 'proposed new course' form should be submitted; (3) after the course has been approved by the appro- 
priate committee, it may be recommended for the preJident's approva^ by the academic j£ice president. Upon approval 
by the president. It may be llsted in the official university bulletins. New degrees, programs, majors, and minors 
must be^pproved by the State University Board and the Higher Education Coordinating Commission before listing. 
Contact the appropriate dean or division chairperson. (Appendix C, Form 1) 

Senior Citizens Higher Education Program. SenFor citizens who are 62 or over may finrollln any course for 
which all pre requisites'listed in the university catalog have been fulfilled. However, they will be admitted on a 'space 
available' basis on*v. and will be assessed an at^minlstrative fee of $2 per credit hour if credit is not desired, and no 
act^y feel will be charged. Contact Don Jorgensen, Associate Registrar; Old Main room 1 05; phone 6266. 

Smoking RegMtion. A resolution passed by the uniyersity assembly prohibits smoking in all classrooms. Smoking 

is permitted only in designated areas in other campus bullclings. The university Is reviewing the regulation to Insure ^ 

compliance with legislation recently adopted by the Minnesota Legislature. 
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Psnonnel 



^ ' Absence from Duty. Applications for absanca for rtasoni othar thin illness may be made on farms availabia in 
the appro^riata daan'soffica or department chairpar$on or cantar or institute di^actoY. When completed, thefor\n 
should be submittad to the department chairperson for procas^ing. Except in tates of emergency^nhe request should 
be presented at least ten class days in advance of the requested absence date. Unclassified employees contact the . 
appropriate dean or department head or Andrew Een, Assistant Vice President for Academic Affairs; Old Main room 
103; phone 1221. Classified employeaixontact supervisor or Joel Kosbab, Personnel Director; Old Main room 213; 
phone 2414 (Appendix C, Forms 2 & 3) 

- / ■ . - • ^ • 

Appointment end Promotion Policy - Classified Employees.. An applicant for classified employment must 
be on the appropriate eligibility list before being considered for a vacancy. Vacant positior\5 are posted to all for bidding . 
by present employees. Bids are awarded te the employee with the mostseniority. If there are rip bids,'the position , 
if filled by appointment from the eligible list. This same process applies to promotional appointments. An Employee 
" is usually appointed to the first step of the salary range and progresses through the steps of the range at regular 

intervals, in accordance with Article of the agreement between the state of Minnesota aod AFSCME, Council 6, 
AFL'CIO. Cost-of-livingsalary adjustment and 'A' schedule achievement awards are also granted ir«ccordance with . 
Article XVIII. Contact Marilyn Wolner,-Personnei Aide; Old Main room 207; phone 2016. 

Appointment and Promotion Policy -.Unclassified Employi^es. Appo'intment applicationsjor an unclassified 
faculty or administrative position n^ust j:o>iform with and be processed according to established hiring, procedures. 
The university is unable to assume responsibility for salary liabilities or related expenses which may tye incurred 
prior to formal approval of a UP-I appointment form. Departments filling faculty varancias should fpllow normf&l 
^search procedures utilizing affirmative action hiring techni<|ues. Once the depan;ment reaches a decision, it must initiate 
an appi'opriate UP-1 appointment request form - no verbal or written confirmation of Qmployment is to be given^o 
a Candidate until the UP-1 has been approved ffy the appropriate vice president. Coffies of the approved appointment 
forms will bo relumed to the originating department by the vice president. Contact Joel Kosbab, Personnpl Oilrector; 
Old Main room 21 3; phone 2414. . * 

Current policies govwning promotion ot unclassified personnel are developed by the comml^ee op appointment,^ 
promotion and tenure for rej/iew by the appropriate vice president or administrative officer. Prbi^i^tlon requests 
for unclassified er^ipjoyees are forwarded on UP-2 changa in appointment forms to the appropriate vice president. 
For faculty, prior to final action on the promotion request, tha committee on appointment, proilf^otlon and 
tenure reviews and recommends to the appropriate vice president. Contact appropriate vice president or ^ 
E. R. McMahon; Assistant Vice President for Resource Management; Old Main room 21 3; phone 6623. 

Consultants - Appointment of Nonstate Employees.^Oepartments wishing to hire consultants and other nonstate 
employees to provide instructional or other professional services are directed to carefully review the appointment 
procedures outlines in Section F-1 and"F-2 of the business office procedure manual located in each departmental 
office. Contact George Rosnau, Business Office; Old Main Voom 222; phone 2262. 

Emergen^ Closure. This refers to an interruption in normal university operations resulting in a shQFt-term . 
, interruption in employment. Such closures may occur because of adverse weather conditions, safety hazards, shortages 
of materials, etc. Consistent with state requirements, employees on twelve-month contracts will be expected to cover 
<hoir normal working time lost during a closure by utilizing accrti^d annual leave to their credit or by working an 
equivalent amount of time within the same pay period. If the Employee elects neither of these alternatives, he/she 
will not receive compensation for the closure involved. Employees on lass than twBlve-n)onth contracts will receive 
their regular compensation and will be expected t6 make arrangements to make up any classwork missed sometime 
during the remainder of the academic quarter. Contact Joel Kosbab, Personnel Oirector; Old Main roo/n 213; phone 
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Employ^ SuDgestion Systeni. The state of Minnesota ha established an employatf suogeitfoasyrtam allbwing ^ ' 
unlvsrslty employees to recommeid changes which contribute to efficiency and economy In the operation of the 
university, improve public relations, and/or^which promote employee welfare and job satisfaction. 

Employee recommendations are reviewed by the State Enjployoe Merit Award Board and good suggestions may be 
rBcognlzed by a monetary reward to the employee'. Idea forms for submitting any employee's suggestion to the State 
Merit Board are available from the personnel office. Contact Marilyn Wolnor, Personnel Aide; Old Main room 206; 
phone 2Q16. (Appendix Form 3) 

Extension Work and Faculty Load, Thq work of conducting off campus, evening and Saturday classes isarh 
integral part of the regular university program - appr#<iffiate?ly thirty percent of the total enrollment at the university ^ 
occurred through the extended campus program during the last acadefnic year. Regular staff memfeeftj may be assigned 
to such classes as part of their normal teaching load. All staff members may expect to participate In some of these 
courses. Contact Andrew Eon, Assistant Vice President for Academic Affairs; Old Main room 103; phone 1221. 

F acuity Improvement Grant Guidelines. Those grants qro made available to staff members in order that they 
might have the opportunity to conduct researcher study information relating to fheir field. The state legislature 
iias appropriated funds for faculty improvement grants and iha following guidelines are employed by the committee 
orrfaculty appointment, promotion and tenure in awarding grants: 

1. Grants will bo awarded up to a maximum -of $1,500 for an equivalent in time of one(l) tfyarter ' 
0^ two (2) summer swsions and a maximum of $750 will bp awarded for an equivalent In t^e 



• 



of ono-hqif (y-i) quarter or one (1) summer session. If persons applying for a grant have recialved 
> previous grants amounting {o the maximum of $1 ,500, ah additional grant will not be approved 
as long as there are applicants that have not%€eived the maximum. 

•I, Termtnaltiogroo pursuit, One quartef rolbaso with grant up to a maximum of $1,500. This may 
"bo altered for a summer grant or a partial reduction Of teaching load 

.•3. Postdoctoral for people not'oligib1e)fQr a sabbatical. The same amount as above. 

*4. Observation grants for improvement of teaching. Travel to other institutions for short periods 
to explore a process or equipment that might improve the teaching of the persons requesting the 
grant. Such granfs w&uld bi^in addition to salary. ^ 

• 5. On cam^us study related to improvement of teaching at the university. This would generally bo a reduction 

^a course from the teaching load. Thp grant would pay for the rQplacomontA' 

* 6- First consideration will be given to the category of tprminal degroo pursuit. ✓ 

7. No one may roeoivo a grant and afso receive a regular salary, with the exception of those Individuals receiving 
grants under provismns contained in item 3, 4, and 5. In those cases, grants will bo made available so 

long as absence from campus will not rnterforo with teaching duties and amount of grant supports only 
travel, meals, housing, necessary materials and other out-of pocket expenses directly related to the 
project. 

8. The committee resorvoltho right to award par^ grants for those applications dealing with 
funds for travel or *nato\jals. , \ / 

^ ' ^' • ^ 

9. Persons m their terminal year of employment at Mtinkato State University will not bo eligible for 
a grant. ^ * • g 



*1Q. All persons receiving a grant of any amount will be obligated to retur;n to Mankato State 
University fai' one (1) vciHollpwino thoir graiVt period. If a person chooses not to re^ 
to Mankato Sti^. x\]Q^t\X must be ropdid in full. 

' . ., • ' • 

1 1 . A f ollow up report must be submitted by oil persons receiving a grant to the academic vice t 
president and the.jcommittoo on faculty appointmortt, promotion and tenure. ^ 

Those guidollnes ore those established by the State Univefs(ty Board. Contact Andrew Een, Assistant Vice President 
(or Academic Affairs; Old Main 103; phone 1221. 

• ^ ' ' / . • ■» 

insurance. Health and life insurance are provided /o. faculty^'and staff consistent with state legisfation an^ negotiated 
l^bor agreements. Coverage is paid for by the statQ^of Minnesota^^rsonnei employed on a temporary basis or for 
less than throo-^purths time are not elijjible for benefits. Those employed half-time to three-fourths tima may enroll 
in the group plan at their own expense. Employed^ on sabbatical leave are covered by the Insurance plan. Enrollment 
in the insurance p-lan is not automatic with employttient - appropriate forms must be signed in the per^onfiel office . 
before it is in effect. Optionel insurance coverages are available at employee e^epense including employee dependent 
life, dependent health, disability plans, accidental death, additional employee Ufa, etc. Contact Mdrilyn Wolner, 
Personnel Aide; Old Main room 206; phone 2016.' ' , ^. ^ ' 

Leaves - Clarified fmployeos^ Provisions for leaves affecting classified employee? are found In state deparrtmont. 
of personnel rules 134, 135, 136, 178,^38, 139, 140, 143, 144, 145, and Articles V-ll and VlU qif thQ leboV agreement 
botwoon the Minnesota State University System and Council 6, American Federation of'Stat^j^C^nty and Municipal 
Employees (AF L CIOt These rules and'articles affect such areas as vacatidn leave, si9k leave, rfiaternlty leave* of 
absence without pay, leave of absence'with pay/ leave of^absonce witliout pay, military leave and absence wftfv leav^ 
leave to^ccept unclassified service, other leaves, and leave cancellation. For additional detail it Is rocommjended that " 
classified ehipfiSyoos refer trf these rultfs and provisions of tho^lablir agroemeet. (ApiJdndJx c! Form 3). 

• ■ I ^ ■ ■. '■ ■ 

Sick LeavGi. An employee shall be l}rantod sick leave with ptry at a rate of four houru)er pay period, to the extent of 
his/her accumulation, for absmices ndcossitatod by reason of illness oc medical disability; by necesslty*for medical or 
dental caro; by exposure to contagious disease so that his/horVtendance on duty may endanger the health of fellow 
. omployoos or the public, or by illness of a spouse, rnirtor childron^ or parent and spouse's parent living in the household 
of the employee, for such periods as his/lTor attendance shall be necessary. The use of a reasonable period of sick leave 
shallaj;^ bo granted in cases of death of the spouse and parents of the spouie and the patents, guardian, children, 
brothol-f^^iistoi^iior wards of the employee. 

■ . ' \ . 

Whenever possible, employees must submit their request for sick ledve to their immediate supervisor in advance of 
the absonco."^hon an employee cannot obtain advance approval, ii shall bo his/her responsibility to notify * ^ 
his/her supervisor by telephone or other moans as soon as possible after tho normal reporting time. Supervisors s^mW 
bo required tQ,ansvw)r all requests for sick leave promptly. Employees utilizing leave under this section shall furnish 
a statement from a medical practitioner upon the request of the employer for absorroes in excess of three work days, 
or when the omplover h^Is reason to betievQ that an employee has abused or Is atldsing sick leave.. 

Materni^ Leave. Requests for maternity loaves of absence shart be submitted two weeks In advance and sh^e 
granted to all pregnant employees who request same. The leave shall commence on the date requested by tjw employee 
and shall continue up to six months, provided, however, that maternity leave may be extended In acco«l«mce with 
i department of porson/fel rule 144. Employees returning from a maternity leave shall be reinstated tp4he orijjlnah 
job or to a position d[f like status and pay. 

Union Business. The employer shall approve written requests from the union for leave wifnout pay for employees 
elected to any union office or selected by the union to do work which takes them frAflrtheir employment with the 
errrployor. Employees at Manki)to State\(niver8i<y shall be permitted to adjust their hours of work to permit their 
attendanc3 at regular or special meetings of AFSCME Local 638. ^ 
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EmployMS who desire to make these adjujtnaents must receive prior approval from thair immtdiata luparvlwr f Iva 
calendar days in advance of the meeting date, such approval is not to*e unreasonably virithheld. Tha amployar 
reservBi theright to rescind this approval irr the event of an emergency or otlnBr unusual conditions. Employiei shalf 
receive no compensation for time spent at union meetings, but niay utilize vacation leave Or work extra hours if 
wqrk is available to prevent a loss of eerhings. ^ • * ' * 

In the event work is available and an employee elects to wdfk extra hours to offset tima spent at union meatingi, .->^ 
the employer shall have no liability for overtime hours or pay until the employee has worked an amount of x\vwi^ ^ 
outside his or her regular shift which is equal to the amoijnt of time spent at a union meeting^ 

Application for Leave. A^Hp uest for a leave pf ab^jyiaj shjjy|J^bmitted io writing to the employee's. 



Immediate supervisor. The ^pNRhall state the reason the feav^^HPnce is being refluestad and thaapproximate 
length of time off the employeft desires. The employor^shall ro^on™ such request within two weeks of the request, 

. Leaves - Unclassified Employees. Regula'tions related )o leaves for unclassified employees are found h the State 
University Board Internal Rule No. 2 Utnended January/^ys). The rule atfects such |reas as annual leave, sick 
leave, omergoncy leave, miHtary leave-arfd absence with leave, court rolaterf leaves of absence with pay/sabbatical 
feaveand leave of absence without payVpor additional detail it is recommended thet faculty and other unclassified 
employees refer t^ the actual text^of the board's internaf rulo No. 2, copies of which can be obtained from the personnel 
office. Institutional policies which f urtf(or define of augment provisions of internal nJfe No. 2 are noted below: ^ u 

Sick Leave. When absent bqcau^o of Illness, unclassified omployeef should tfotify the school dean or division 
chairperson as far In advance as possible so arrangements may bo made for classes. The employee Is required to 
complete an absence report form and return It to the school dean or division chairperson. (Appendix C, Form 2). 

The university reserves the right to request a doctor's certification before approving a p is / 

given for sick leaves. \ , ' 

■ - > - ' \ • ^ * . 

ProfeisionaJ Development Sabbatical, The purpqse of the sabbatical is to give the individual faculty member 
an opportunity to extend his/her education and training and/or to enrich his/her educational and cultural background. 
Faculty members who have completed* seven years of servjce to the university are eligible to apply far a^professional 
development sabbatical. Nocmally, not mor« tha;i>ono member of "& department may be gone on a professional 
* development sabbatical for the same tirrio period, the departmental personnel committee shell recommend to the 

chairperson prjorify based upOn the department's progrijmmatic needs'. (Departments with few faculty should discuss 
any program implications with their appropriate dDan.) Funds must/bo available to the department before final 
approval is authorized; ( 

A professional development sabbatical that is granted for more than Ohftjju arte/ shall be romunoratott at the rate of 
one-half pf the regular Rino-month salary. The department, with the approval of the dean, may use the remaining half"^ 
of the sabbatical-rocipiehtjs salary to employ a substitute ond/or graduate assistants to support the department's 
program. Professional development sabbatlcal^s for one quarter normally shall bo remunerated at full pay. The duties 
of the faculty member shall bo assumedrby ofhor members of the department. In some Instances, a faculty member 
and the department, witli the applroval^of the dean, may work out a mutually acceptable arrangement whereby the 
recipient's salary is reduced by a maximum of $2,400 and the money applied to employing a substitute or some other 
form of distance to the department. ' y 

Faculty members receiving a professional development sabbatical are roqutrqd to return to the university after the"* 
profossiUMal development sabbatical for at least one acadort/ic year of service. If the faculty members fails to do so, 
he/she will bo required fd refund to the university vyithin r/no year the money pq d by the university during the sabbatjtal. 

a. The application shal^o submitt'jd to the dooftrtment chairperson or p , 
appropriato foriVi. (AppBTl3fx^, Form 5)/ / 
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b. ^ Th« ippliORts must bi ricommindid by thi depirtmint pf ripjinil committii, Xhn dtpwlmint 

chiirporspn.ind thi school dMn. ^ - ^ 

c. Thi ipplic«nts mujrt bt ipprovid by thi icademic vice presidint. ' 

, ' ' '^oj ' r. . 

d. Applications must be approved prior to the siiBmission of the clan scheilutels) for the 
quarters) invojvefl. - ^ • 

e. Faculty members raceivinp sabbaticals are required to complotp an application fofrn, an agreement 
form,anda follQw-up form, (See appendix C, Forms 5,^ and 7) , 

Contact Antirew Eenj^^gatant Vice President fqr A&derftic Affairs; Old Main roomrl03;phonB 1221. ^ 

Officii iind Work^Hours. faculty and staff merpbers are required tp observe regular office and workiiours- 
' ■ ' ^ / J ^ ; ^ . ' ► , ■ . • 

Faculty rrjembars sfiould develop and post their ofjjce hours on their office doors. Some office hours should be in 
off-peak ppriods to accommodate sturfents that myy have a,unique class schadule. Instructors should announce tha 
locatioaand the office.^chedule quarterly duringthe l^r^meetihg of each clasR ' ' - 

Administrative offices arVopvvand staffed frg<n 8:00 d.m. \o 5:00 fKmV Units virth jnsuff iciant staff should maintain ^ 
hours of B:00 a.m. to 4:30 p.m. Offices serving. evening student! and their instructors may establi^ additional hours* 
Summer hdurs for all edpijnistrative departments are from 7:30 a.nf: to-4:00 p.m. ^ 

Maintenance and physical plant services employees work,eight houf daily shift assignmenij as determined by^the 
physical plant bfflce. The normaKwijrk day and work shift shall consist of eight-consecutive hours of work - the 
normal yvork week consists of five consecutive work days. Sunday and Saturday inclusive. Consistent with a labor 
agree mem is the intent qUH university to minimize the assignment of employjes to Saturday or Sunday wdrt 

Rest period and lunch breaks.- All classitied empfoyeesare granted a 15 minute paid period during each four hour 
' shift and a 30 minute ^unch period during each eight hour work shift. . * ^ ' - 

Contact Joel Kosbab. Personnet Director; Old Main roon) 213; phone 2414 or approprlat^ school dean. ^ 
Ovfrload Piyment-for Uncliailied EmployeBf. Additional teaching assignments, stich as extended campus • 
offc[;|ngs. may bo assigned to faculty members consistent with' State University Board Internal Rule 1 l^and Operating . 
Policy 4. Uwlassifiod employees required to teach overload assionmentswill be raimbursedat a rate of $200 per credit 

' hour over the regular-load. Faculty may only teach one course per quarter as ovafioad. Generally, a full teaching ^ 
load f dr a full-time faculty member isconsidorfed to'bq 12 credit hours per quarter. Contact Margaret Preska. Vice. 

• - Prasident for Academic Affairs; Old Main room 103; phone 1312 or Joel Kosbab/Personnel Director; Old Ijfirin 213; 
phone 2414. • * . 

Ovartime Autfiorizition for Chssified ErtiployeBS. the labor^greement between Council 6 of the American 
, Federation of State. County and Municipal Employees (AFSCME) and the Minnesota State Universily System prtiVidas 
a procedure for allocating overtime for those classified omployooslfflling under the definition of the bargairiing unlj. 

Although funds for payment of overtime are sGvoroly restricted, there are omGrgency and exceptional operational situa- 
tions where overtime payment for support staff cervices cannot be avoided.* To r^ueft the assignmentof clerical- 
technical, custodial and/or maintonanca personnel on an overtime basis, unit supervf&rs should used the following 
procedure: 

(1) Ten days prior to the projected need for overtime assistance, the unit supervisor will . 
) submit a written request to either the personnel director (Joel Kosbabfor the physical 



'J plant director (Robert Isdihl). The ten day lead time is necissary in order to cornpry 
with the«l4bor egreement provision which requires prior posting of all overtime. The 
^ " request should Include the estimated number of hours of work, the detes, and the ^ 

projected salai^ cost. Exceptions to the IQ day notice provision, include those instan.ces 
^ere an emergency existi An emergency situation is considered to be an unanticipated 
natural or mdn-made event tbat precludes planning for the utilization of overtime, 

(2) The personnal director shall approve all overtime requests affecting clericakechnical > / . 

employees. The physical plaht directpr is authorized to approve overtime for custodial 
and maintenance employees. " ^ ^ . . 

While in most instances it may be possible to'have the employee designated in your fequest; the Jabor agreement provides 
that overtime be awarded on the basis of seniority. Because of this rcqukementfinother ipdividwl may be assigned. 

... . , . / . • ^ . 

Onca determination is made as to which employee is eligible for the ox^rtime, a ufiit supervisor may obtain the 
employee's estimated hourly rate by calling the j}ayrolt office. After receiving approval, t|u unit supep/isor should* 
forward to the business office a CA0«8 form to transfer fho necessary funds from other subcodes'withiii the defiartment's 
account to its classified overtime salary subcode (019). At the-concl^sion of each pay^yriod the aCcouhtmg office^ \ 
will make appropriate cbargei to the accounts affected by overtime work. Contact Joel Kosbab, Personnel DTrector;v^ 
Old Main room 213; phone 2414. . ' . - ^ 



Part-time Employment for S]tudents. The financial a;ds office maintains a list of part-time omploymi^t opehinsis 
for students. Those openings are goneKitty off-campus work. Contact^ob Matuska, Financial Aids OffVo;^rawford- 
McEirdy Commons; phono 1 1 85. 

Payroll. Payroll procedures of the university are required by the State Department of FInafico. The procedures reflect 
adherence to established statutory regulations corfcorning the payment of wages on a bi-weekly pay basis. Paychecks 
are dis^it}tfte4(6 0ach university employee every o^hqr Friday following the close of the pay period, Contact Marlene 

Roerfo: Payroll Supervisor; Businosy Office, Old Main 222; phono 2263. ^ ^ , 

- ' « • • ■ . 

Professional Meetings. Faculty attendance at educational meetings is often essential fo; continuing profesiional 
development. Absences are authorized for such purposes. Request forms for such absences may obtained from ' ' 
th 0 office of the appropriate vice president. Request for attendance at a confgrence or convention should include * 
a copy df the prdgram/with a spociql notation concerning program participation by the person makhfig the request, 
^h an approvdd clearance sFvould always bo socurod boforo boing absent from regularly scheduled duties, and except 
in €morgoncy cases clearance should bo completed at least ton days in advance of the requested absence. Contact the 
appropriate vice president or E. R. McMahon, Assistant Vice President for Resource Management; t31d Main room 213; 
phone 6623. (Appendix C, Form 2) 

Retirement. All regular employees are members of a state retjremfint plan. Classified employees are^nrpned In the 
MSRS (Minnesota State Retirement System) and unclassified faculty and staff members are enrolled in tfte TRA 
(Teacher; Rdtiremenf Association). The mandatory age for retirement is 65. Contact Marilyn Wolner, Personnel 
Aide; Old Mairwp<yrn 2IJ6i/^hoh * , . - ' 

Severance Pay. All-employees who have accrued twenty years or more state seniority shall receive severance pay 
upon any separation from state service. Employees with less than twenty years state seniority shall receive severanxo 
^y upon mandatoFY ret^omontrdeath, or layoff, except for seasonal layoffs. Employees who retire from state 
service after ton years of employment and who are eligible for an(| apply for and reciJive an anoulty under a state 
retirement program shall also receive severance ^y. Severance pay jn all instances shall be equal to a fixed percentage of 
tttD employee's accumulated but unused sick leave balance excluding lapsed sick leave times the employee's regular 
rate of pay at the time of separation. Effective July 1, 1^75, the fiked*percentago shall be- 30 percojit for classified 
Q Dyees and unclassified administrators outside of the faculty bargaining unit. For the unclassified faculty the 
s 20 percent. Contact ^i^rilyn Wolner; Personnel Aide; Old Main room 206; phone 2016. 
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Staff DaveloRineilt. -All regular^nclassif led end classifiBd'pBrsonnel>m^ed f n at liast a haW-tima basis art 

eligible to pafticipata in the staff development prgjram. The primary purpose of the program irta provide staff 
member with an^ opportunity td enroiUn university courses which have the potential pf increasing theiMJffectivenisi 
as eroployees • the^niversity pays tuition and felated fees for up to 1 2 credits per calendar year. Contact Joel Kosbab, 
Personnel; Old Main room 21 3; phone 2414. . - ^ " ^ 

Student Help. OepartmenU may hire studentwo assist in offices, laboratories, etc., if they have allocit^ funds 
1or this purpos'e. Students may not work more than 20 hours per week during the academic yoar-nor more than 40 
hours per weak during the summer. The starting rate of payment for student help is $2 per Uour, with an hourly 
increase of 105 after Bach.300 hoifrs-* however, an employee on student holpjnay not receive nrore than $2.15. 
Effective JannaTy 1 , 1 976', <fie starting rate ,fff pqy will bo $2.1 0 per hour. Contyt Virginia Asleson, Business Office;^ 
Old Maintoom 111; phone 2263. ' j 



.Vacati1)ns^ University vacationVoriodsaro scheduled ^n the 1975-76 Undergraduate Bulletin . Alterations of employee 
vacatlon'pofiods as^listed can-bo jnade qnly if consistent with negotiated Jajjor agreements, or with the approval of 
the appropriate vice presideTit following consultation with the cpmmoncoment and academic caleffdar ctMnmission. 

' Classes are not to'be made up in advafico V shifted to another period merely to lengthen fr^e time - such unauthorized 
chaagei will be trea^d>as unauthoriied absonc^g. (See policy on 'class scheduling and examination schedules', page 9). 
Contact appropriate vi^ president or E. R. McMeh on, Assistant Vice President; Old Main rootn 213; phone 6623. 

^ Facilities and Services * 

Automobiles - Sta'ff and Student Uss. The university has motor vehicles which are available for the use-of staff 
and-^udents. All vehicle assignments are handled by the motor vehicle office m Cooper Center. Such as^gnments 
are based on (1 ) priority of functton c^ccoptablo functions include off-campus instruction, academic field trips, 
supervisioti qf student teachers, etc.; J2) distance involved - use of state vehicles is limited to trips within a 500 mile 
radius of the university campus; (3).CQmplotion/)f the Broper vehicle requel\ form, available from the moty vehicle 
office; (4) ap^proval of the vehicle use by an authorized university officer; and (5) the availability of a vehicle. Vehicles 
are to btj used irfx Qniversity related businos only. (Appendix C, Form 8), . . 

In the event of vUlations of traffic rogulations,'the person responsible for the vehicle shall be obligated to pay any 
fines incurred, and the individual, department, organization, or activity's privilege to use state vehicles may be reveled: 

The use of state vehicles is available to all student agencies, organizations ofhd campus activities that have been recognized 
by the student senate and the administration. Such units must have an account with the university busbess office, 
/n roquisitioAing cars, student groups shall bo required to obtain permission from their faculty advisor, who shall ^ 
bo responsible for determining whether the use of a state vehicle is vwrrantod. Refer to the Motor Vehicle Office's ^ 
directives pamphlet or contact the Motor Vehicle Office, toopor Center room 46; phone 1223. 

Aviation Services'- Flight Facilities. T^o Mankato State aviation science facilities are available to staff members. 
The program provides both flight instruction and transportation services. 

Air transportation sorv/lcos (ATS) provides economical moans of air transportation for those schools,* departments, and 
• groups connected with the university system. Note: departments subject to budgetary control shall allot funds . 
for travel before authorizing travel. The following aircraft are available for air transportation: 

AIRCRAFT ^ PASSEMGER SEATS AIRSPEED HOURLY COST * 



er|c 



Cherokee 140 
Cessno 172 
Cherokee Arrow 



2^- 



120 
^120 
150 



$25.00 
25.00 
30.00 



'AtRCRAFT PASSBNGlft'SEATS AlF^Sf^EED HOURLY'COST . "^9^ 

Beechcraft Dibonalr *'3 ^1 ' 170 37.00 • • 

• ' CherokMSIx ^ - . 150 ^ 45.00 ' ' • ^ / 

Ballanca Viking ' "3|' 170 ^5.00 

Baachcraft Barron 5 |i: 185 65.00 " 

Raquesttfor ATSlrQ handled through Stevo Amund^^n extensnlis 6019 or 1243. For further information ragarding 
scheduUng, ATS, or flight trailing contact Rod '^Tovi^pireotor of (he Aviation Scisnce'Program; Old Iflain room 120; 
phone 6019. • * ' fl ' * ^ . r 'SI 



Bus. lnter*Qimpus. The univarsitv maintji^s a riaularly scheduled bus servipa^etweaa highland and vallay 
campus for studints and AmployeaSv No feQ is chirgedj During {{le academic year -^with the axctpriat) olwaakends 
and vacation periods - fiusjilckiipsare made evf^y fivejmlnutes. The buses openTte from 7^00 a.m., til) midoight ' 
weekdays. Contact Margaret Bleess, Vehicle Office; Coo^fer Dorm room'46; phone 1223. 

■ ' ■[ I 

Bu$. University Owned, . The university owni a 41 passenger bus which is scheduled by the auxiliary jarvWs 
officeMrt Old Main. Appr^jvaVftr the use of th« bus is given to groups which area part of the regular university program. 
Contact Mike flpdapp, Auxiliary Services^Coordinitor; Old Main room 11 5; phone 1322. 

Residence Halls. Conferertcs Center. Mank^O State University provides individuals participating in conferences, y 
short seminars, short coursej'and similar activities W^h access to the residence haJIs, food services, and meeting 
areas in the student union when these aotivitlesjdirectly relato to the instructidnaK resflarch. or activity programs 
of the institution. Similar services are also made available upon request of community organizations andVoupi 
conducting programs of benefit to the community and rigion. The university engages In no promotion or solicltatioa 
•of extern^ organizations in respect to tho bse of the institution's facilitios. Contact Diane Veronda, Offfce of Flesidantial 
Life; Crawford-McElroy Commons; phono 1011. * ^ ^ ^ >^ 

Scheduling of Offices, Classrooms, and Other Spies iind Grounds. School deans and division chairpersons ^ 
assign iaculty offices and classrooms on a nonpernr^nenl basis^ Such assignments are subject to-the approval of 
tho vice president for academic affairs, ^pocial reqtfosts^^QflnG use of facilities in academic Ifuildings for other 
reasons should bo submitted to Mike Hodapp, Qiroctor ojf Auxiliary Sorvices; Old Main room 115; phone 1322. 
Space requests affecting tho Centonnial Student Union sfitwid be submitted to Roy Lashway, Director of the Student 
'Union; Student Union;'phono 2222. Requests which roqulre residence hall facilities should bo submitted to Tom 
Heaney, Director of Rosidonti^l Life; ^cElroy/Crowford Commons; phono 1011. i , 

Telephones. Tolophonos locatod throughout the Institution ire to bo usod oniy for off iciaUiniversity business. 
Prior to placing any long distance calls, tho dopartmont chairman or contor or institute director must be consulted 
to determine if thcro are funds availablo to tho unit for such ^Mjls. Conta^TTnTappropriate department chairperson, 
center or institutq diroctor. Tolephone installation and similar fchinaes must bo approved by the department hud 
and submittod to the security services office. Repairs dro to be Itandlod through the business off ico.^Telephone 
changes: contact Frank Korth, Security Services; Old Main roo\^115; phono 2579; Repairs: contact Marvel Danzer, 



bustnessDff ice; Old Mjiin mom 222; phoho 2267. 



^ 'Tho universtv has access to two stato WATS (Wido Aroa Tclophonl Communicaiions Services) lines and seven tie 
lines which are linked to tho STM (Stato Tolephone Network) systorinfj, (The STN systom connects the university . 
tosjUte officosand norl-state metropolitan area phonos.) Both WATS and tho STN capability enable faculty and 
staft" to piacQ long distance calls in Minnosota without tho normal toll e(iargis incurrod by using direct distance dialing. 
The following procedure should bo used for those dopartmonts which hiVe oithor WATS or the tie lino capability: 

9 4- last 4 digits of number This will allow tie lino users * 

Q \ '^^^^ state ojf ico in the • ' - 
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9 + a^asf 7 dtBite of nufmbjr ^ ^ imm mmmmim^ . 

4 + 1 + arid code + 7 digits Th^ mU ^^irnrn Wi^M ^m^ m 

» ■ £f t?r ^M\tt trm m m c0a!t W^-- ' 
(t^ mt if j# m# 'mm fftifi mm ^ma- 



'if you have either thi WATS or ti» Imt CMg^Mm ^ t^ffel^l^ giimmnm-m^ ^r<m^mt^mh^^^^-^^B- 
throMflhout th« day; For fistir 'mrviet avoM ^ tl ^.^-^ « 

II you-havB any quistlons concirnlog tht $t$t9 ^AMm m to. fe^? Gtar^p Sf^'^m l»"»S1lvi^> ii© 
room 222; phoni 2267. 



CIpsmg. Policy - Emergtncy. In. tht iwiot of id[V«fw mmm mmmm^, m^nm^-^ mmm:^ '^m% ■ 
etc., the president or his dtsignit may tSxim xhd mvmmf^4 ^^f i^-'^Qm^i-s^mr^^^^^ '*zm^. ^^^m^;4m^:;^^(^Mm^^'' 
such closures are discussad under ptrsoniwl tttmii mj^m^M^ %mim Wm^- ^mMn-* If^ifc^ 

room 108; phone 1111. , ^ 



•■ Guests Housing/ Food, and^Piirfcin|. \kmi\n% mta.^ mt^ itTi%^ w^^^ixmmm ^mM^^^m # 
university thrSugh the office of residential Xti% ^l-^Nfi^m^ U;afmi?^ «v«s.^«0ai^ it^r^^. ^i^^^^j. m^zm^ 
centerr For rates and related Inf ormal&n contagt t^afi* "^mixMn^ @ft» # ^tmMM^^I^MMP 
C&mmons; phone 101 1. Fotguest parking j^mmm, mmm "im^ ^ikm% tmmm * 
dinator; Old Main room 1 1 8; phpne tW}/ 

" Inventory Surplus ind Ultusad Proptr^s. Th* mm%m^ m%im '^^ rM ^m^^mjimmm^^ -^^^i**-^" ^ 
compiles a catalog of available jurptus prOpertttfancJ mmi^m *t i|i?iiirc?f*|j5^"a ^ r^mmmM'Mm 
utilization of .tiniversity propeniiii. Staff member* m {*f#id m mm^i mm "^mm mHP^ % C^^tC'^ 
management office. Departments havings ^'immmm for ^swxTf^la'vism^ ml^m. ?b m m 
the individual respo^ibtefoV the property incf >iifiit!^^oiPiiC5^^^^ -b^^^l^ 
Ira Johnson^ CampuJ Plaoning Director; Om U^ji ^^^m I l(k at^mti*^ . , 

Keys -^ Assignment and Uia« , Feculty anil s|«ltni«^^ a&osi^ sust^t^r^.iNf^i.ta^# 

CO mplete with signature of the individual requt sjiuf m't m» ^mi^ m (S^%wm€^' • 

office in Cooper Center.. (Faculty mambm vm omis$ W^mt tn*if t^mmm^mmmm^-^MWm^mB- 0:^^-: 
' ^ ' When employees leave the univerftty tfiey must oteiEs * ^K*^ drw:^atm»»i0^€M • 
last chefck will be issued. Lost keys shoitfd bt im^m m m 

o|fice. K^s areteissued only after » new mttimtmmi^ km'm^mmM^'^' ^^mmt^mmm'^^-W^M^W^^ ^ ^ 
' by replacing a core with oni of a liiffarjptl esmbm«trtt0r m4 mm Wkmmm^ i^mmmi&mm^^ # -Wm^^^^^ 
-key loss or for security reasons, Thtsafttf of tfrtc^ttl^f^aH^acfeti^'J^^^^ 
'^^ ' the key for that room is issiied. Whan not » a3». tiM cllto mm im mmmm^mm^^iii^mm-^' 
loss. Contadt Bob Isdahl, Physlcit Plant nuitt^f: Smm 0mm &n ' 

Parking* A number of permit-onfy palkiTitV«»«f**ilft&^^sfe^^ M^mmmm^m 
the campus must hi^reglsif rid, et a fet wm mm^m mnm^m'^ 

permit valid only in designated areaCi A regijifitiQr^ C^mtf ^mmfm^*i^^^"^2m^^WB'^^- n-m^dum'' 
a vehicle to be parked in the deslgriated area ^mm$^tm^^mitmm ht^^mm^m^MM-m^^-m ^ , 
' Mankmo consistent with en agretment'vvithlf^tttii^^ »' 
" ' ' house is responsible forthicolleetlon of p4Nrfei^^tmkif^ i^iri^f%mfiimite{f^^*e»H^i^ 

and Regulations is available from the stctfiitv «rvfdi»^^ f»:«r^i^i|(|fi»T»il#€W«?i^^ 
Q -lommiss'ion on carrtpus piafirting - faculty mtmliert mmif-mm^m'^l^^ mMm ^^iMmm'^m-- ■ • 

1^ PJ^Qaff . Contact Wn Magnus, Sewijfity Services A««^^dmfm^^ aft|ll!teiiHci» tt^^ ^ 



Postal Services - Inter-Campus Miil, Box Assignment. The institution provides postal sirvfces through-itf * 
post Office located In the Valley Physical Education Building » Intercampus mail is picked up and delivered to campus 
mailbox^ twice daily with mail delivery to the Mankato Post Office at 11:00 a.m. and 3:00 p.m. No private 
sollcitatioti or non-university advarti|iog of any kind may be sent thiPough ii>ter-campus mail > Faculty and staff 
may obtain intercampus mail envelopersfrom their department chairperson or supervisor. The envelopes are designed 
for internal use and should be reused as many times aspossible. . Conhct Preida More, Unfversity Postmaster; 
Valley Physical Education roont 501; phone 1320. j * ^ i 

Printing and Duplicating Requests. Printing and duplicating services are available from the reprographics division ' 
. ^ of media system on valley campus. For s^rt run copying work, xerox machines may be used^ith departments 
> charged three cents per copy; 'Xerox machines are available in<0)d Main, Highland Arena, Centennial Student Union, 

Armstrong Hill, and Memorial LrfararY~auditf ons are required to operate the machines with department M ^ E accounts 

charged three cents per copy through an internal chargeback system. Larger printing requests are to submitted to . ^'f 
' reprographics. Rates for services vary, dapendinp on the size and complexity of the printing requirements. Contact 

Ru^mling, Reprographics Director; Lincoln Hall room 1T6;phone 1181. (Appendix C, Form 9) 

Property and Facilities - Care. Staff members may assist in tlie care of university* property in the following ways: 

(1) report to tjie security services center any serious damage from known or unknown causes to any university property; 

(2) turnoff lights and closie windows^ when leaving a classroom or.office unless another instructor is taking^ver 
immediately; (3) turn in to lost and found at the security services center.artlcles left in classrooms and laboratories; 

(4) report to the security services center any persons who deliberately deface university property; and 

(5) when It Is necessary to temporarily mount items on doors or painted surfaces, drafting or masking tape shouid^be 
used. Scotch tape should never be used on any surface in or Ibout the buildinc|? ,'wtth the sole exception of glass 
SkGTfaces. Thumbtacks should be us^d only on bulletin boards. Care should be taken when leaving buildings at 
irregular hours to turn out lights, clMf^u^dcfws, and secure all doors. Contact the Off iqe of Facilities Management; 
Old Main room 11 5; phone 1826.^ » , f 

^ Property and Facilities.-' Tf^'sfer. All furniture and Equipment valued a< $50 or more and certain equipment 
* items (tape recorders, calculator#WDrth less than $50 are stamped with a state properjje^ number and a perpetual 
inventory is maintained in the facilities management office. Requests to move such furniture or other property must 
be submitted in writing to the%irector of campus planning for approval. Contact Ira^Johnson, Director of Campus 
Planning; Old Main room 1 1 5; phone 2225. 

« Finance 

Deposit flequirements. All state, studetit union, student activity, or other funds coHected at or for the university 
» by university or other authorized personnel must be deposited within 244iours of their receipt in ordtfr to maintain^ 
consistency with state regulations. Staff members collecting or receiving any such monies should deposit them with 
the c^lfitf^ln the busfhiss office. No suchlnonies are to be rec^ved in* the business office \/irkhQut being properly 
accounledior by the depositor.and by the cashier. Contact Cashier's Office; Old Main room 2^2; phone ^262. 

Lodging Reimbursement. All reimbursement claims shoul(fbe submitted promptly and no later than one month 
froriT the date of the evgnt. Because of the varjancd in hotel and motel accommodationsin the state as well as out-of-state 
no fixed allowance Is prescribed. (Appendix C, Form 10) "~ . * 

A. Lodgiqg expenses must be reported in the lodging column on the travel claim and must be reported separately for 
each day In which lodging is being claimed. \ ' 

B. Original receipt -must accompany claim for reimbursement. 

1^ iodglng'receipt is lost or not available, a notarized |t^tej(^ent must be prepared, ^signed, and submitted with 
j^j^l^ e travel claim, 2 D 



cost, a copybf CTf»4^di 



D. When the lodging receipt covers morethan the staff memher, only the single room ra^ may be claimed. ^ 

• ^ 

\> E. Business telephone calls Included in the lodging must be claimed separately under the 'other expense' column of 
the expense report form. 

1. It is recommended that charge for business telephone calls to Mankato State University be reversed. 

2. Business calls to other points be billed to the caller's university office telephone number by so directing 
the telephone operator. „ 

' F. Pdrsonel telephone calls will n,ot be reimbursed. . • 

G When two or more staff members share a room and share the cost, a copy 6nh»4^dging receipt must accompany 
#ach staff member's claim, 9/lth the total of the lodging charges being divided equally. The original copy of the 
lodging receipt must accompany one of the claims. Onf staff member may claim the entire amount only If If 
was paid by him. 

^^H. When a staff member shares a room with another party (not an employee), the original receipt must be adjusted 
to show that only th^ single room rate Is being claimed for reimbursement. ^ \ 

Employees are directed to follow reimbursement procedures detailed in sections A-2 and D of the Business Office 
Procedures Manual which Isavallabte'ln each department office. Contact Donna Strusz, Business Office; Old Main 
room 222; phone 2267, ^ 

Purchases. Requests for purchases of services and supplies are prepared initially at the department level and are 
forwarded to tie university purshaang office after approval signatures have been obtained. Departments are required 
to follow guidelines and purchasi^igprbcedures which appear In section B and K of the'Buslness Office Procedure 
Manual. To avoid unauthorizey^lJbrchases an(J personal financial liability /faculty and staff should closely follow 
^ provisions of the manual - each department has.a Manual available. Consistent with the manual all purchases must 
conform with the following: f ^ 

M ) All purchases shall be awarded tb the lowest qualified bidder meeting specifications and other 
conditions imposed in the call fortids. 

(2) The description of items purchased on the purchase order should be suff icientfy detailed to 
d^crlbe grade, quality, type, etc, 

(3) A purchase order must be properly executed prior to making a purchase. 

In order for the business office to Issue a properly executed purchase order it is essential that a CS1400 be sent 
to the business office requesting that materials or servic^ be purchased, prior to any conjmitment being made to a 
vendor. If an Individual commits the university to any type of obligation, \whether for the purchase of supplies, ^ * 
equipmenUor services of ^non-state empfloyees, without business office auttiorizatjon. that person will bg^held 
personally responybie for the obligation . 

Individuals who inadvertantly make unauthorized purchases and who have not matte^ch commitments In the past 
will be advised of this regulation and If p'ossible the university wilfattempt to coveqffe liability. However, any 
subsequent unauthorized purchases will then be the responsibility of the individual. 

^ After goods or services have been received and payment has been authorized by the department head, the university 
I /^disbursement oTficer approves payment through the state department of finance In St. Paul, Upon receipt of payment 



authorizations from the university, the] state finance department prepares check warrants and forwards them to the ' 
vendors. Contact Marvel Danzer, Purchasing Officer; Old Main room 222;4Jhone 2267. 

Receiving Department Policy^ University orders for the various schools or divisions are delivered to the receiving 
department for unpacking. Since it is difficult for receiving personnel to thoroughly inspect technical equipment^ 
faculty and administrators should report to the purchasing department the receipt of imperfect, damaged, or othBr- 
wise unsatisfactory condition of received articles. Contact Keri Moyer^ Receiving OlPficer; Trafton Science Center 
room S192; phone 2269. 

Stflff Activity Ticket. Faculty and staff may purchase activity tickets which can be used forVdmlttance at free 
or reduced rates to concerts and lectures, plays, athletic events, etc. Revenue from the sale of activity tickets is'used 
to help support ttiiese and other student activity programs. The tickets are good fa^lquarter through second summar 
session and cost eaclj staff member $6 with lower rates of $4 for a spouse and $4 f onpach dependent. Tickets may 
be purchased from university cashiers, locateti in Old Main and the Centennial Student Union. Contact Jim Whiteoak 
Business Office; Old Main room 21 2; phone 2261. " . 

. . • • V " 

Travel Reimbursement. Reimbursement to employes for university rplated travel expenses \s allowed within 
internal and state policies and procedure's. All reimbursement claims should be submitted promptly and no later 
than one month from the date of theiBvent. No authorizatiorvto travel-shall be given unless appropriate In-state Or 
out-of-state travel funds are avaijable in thfe budget of the employee's department. Travel expenses may be paid only 
after such trayfil harbeen authorized in advance by the employee-'s academic or administrative unit head. Contact 
Do(ina Struiz, BusinessOffice; Old Main mom 222; phQne 2267. 

Staff members seeking travel reimbursement^ should complete alfnecessary state expense formsand CS1401 
requisition documents. Employees are directed to follow reimbursement procedures detailed in sectioos A-2 and 0 of 
the business office procedures manual which is available in each defiartment office. 

Advances ~ any request for a cash travel advance must be |ubmitted to the business office on a CAO-23 form. To 
obtain a travel advance you must anticipate out-of-pocket expenses for m?als, lodging and registration in exce» of 
$100. The CAO-23 form must be submitted at least 10 days in advance of the triR* If approved, a check will be * 
issued from the Imprest cash fund. The check may be picked up in the business office. ^ 

♦ 

After the trip is completed, a MSA 21 form should be completed rmmediately and submitted.to the business irffic? 
for reimbursement of all<expenses incurred (excluding air trantportafton if It was charged). The'business qff ice 
will bill each ^ployee who has received a cash travel advanceMor the amount that was advanced. -The bill must be 
paid no later than one month after the travel advance was received. When the employee has received his reimbursement 
chefck^,hB should take the billfor the travel advance to the college cashier for payment. (Appefidix C, Form 10) 

Meals~No employee shall claim reimbursement for more than the amount actually paid for meals.'^mB^^^ 
mmam^m^H^^^mKk: but eacl^ meal must be listed separately and should include date, cijty where eaten, and cost 
of meal. ^ • ^ 

A. Maximum reimbursement for meals within the state, including sales tax, shall be (effective. July 1, 1975):^ 

y Breakfast $2.25 . 

2. Lunch $2.75 

3. Dinner $5.50 

< ■ 

B. Maximum reimbursement for meals outside the state. Including sales tax, shall be: 

1. Breakfast $3.00 
• Q 2. Lujich . $3.5.0 

RIC ^' ^^'^^ 30 
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C. Breakfast expense on day of (leparture-A statement certifying tf^t the staff riamber laft his home prior to 6:00 a.m. 
must be written on the MSA 21 in order to claim breakfast expenses incurred on tha day of departure. 

D. Dinner expenses on day of return-A statement certifying that the siaff member returned to his home after 7:00 p.m. 
must be -written on the MSA 21 in order to claim dinner expenses incurred on the day of return* 

E. When meal expenses are Included in the lodging receipt, the amount claimed for meals must agree with the 
receipt. , n , ' 

F. Staff members cannot claim reimbursement for meals purchased for a guest. ^ 

G. A noon lunch can be claimed if a staff member i$ on travel status, even though the employee isn't claiofilng lodging. 

Travel by state-owned vehicle (See handbook section 'Automobiles - Staff and Student Use.') 

A. Staff members must indicate on the claim form 'official state mileage' column that a state vehicle was used 
for transportation. 

B Minor expeRses incurred in the operation^of the state vehicle,, and not covered by a state credit card or emergency 
field oVder (purcjiase order) may be claimed for reimbursement (for example: parkirtg fees and road tolls). 

Travel t^y private automobile. (See handbook section'Automobile^ - Staff and Student Use.') 

A. If a state vehicle would normally be provided for the trip, a staff member cannot claim mileage reimbursement 
for driving his personal car unless an authorization sheet is obtained from the university motor pool and travel 
funds have bpen allocated to cover mileage reimbursement by the appropriate academic or administrative unit 
head. ^ 

B, Reimbursement for mileage wiH be paid at the rate of 15 cents per mile provided that a ')id state car available' 
slip is attached from tha vehicle office. Without this slip miltfage is reimbursed at lO cents per mil#r Staff 
members are to complpte a 'Private Car Mileage Report' form (MSA 21 A) and submit it In conjunction withran 
MSA 2rform. (Appendix C, Form 1 1) . 

G. Mileage-shall be paid for the shortest direct route according to official highway department records. If driving 

if) the vicinity of dest'ination is necessary, the total of such driving for each day ishall be shown as a separate v 
item in the 'additional mjleage' column of the c^jaim form. 

C When mileage is claimed in lieu of commercial Vansportatijon, the total cost claimed cannot exceed the cost of 
the fare that would have been paid had the staff member gone by commerical carrier. 

E. An employee using a personal automobile for travel in cities of 100,00 and within a 25 mile radius (of home 
station) m^y claim'parljjng reimbursement. Airport parking is reimbursable. Cost of parking is reimbursable ^ 
but should include receipts if you have them. 

F. Highway tolls may be claimed for reimbursement; receipts must accompany request for reimbursement. 
Travel by commercial carrier 

" A. Original receipt must accompany claim for reimbursement, 
j^py^ B If traveling by commercial airline, reimbursement l^if^ted to tourist class air jTare. 
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C. 'U traveling by ralliroad or bus, nbnburMmint is in accordance with state of Minnasota travel regulations. * 

'D. Rectipts are not necessary for travel by'limousine, taxi, or city bus. - , 

E. A staff -member may not cleim reimbursement for travel insurance. ' 

F. Staff members may charge their transportation expenses with the travel agencies after securing approval from the 
purchasing office. If funds are available idd iverything is in order, authorization will be given to charge the trans- 
poptation expenses. ^ 

Miscellaneous Travel Expi}nses 

A. Original receipt must accompany claim for reimbursement. , 

B. A 'request for reimbursement of special expense' form (Appendix C, Form 1 2) must be filed with the State 
Department of Administration (through the State University Board Office) for in-state conference or registra- 
tion foes which are in excess of $15. ' ' ^ 

> I ■ • . ^ 

(1) The form must be filled out and »nt through the dean, division chairperson, or administrator to the 
- business office (post office box 12) so that it reaches the business office at least 12 days in advance 

of departure. ^ ^ ^ 

(2) if the form is not filed at least 1 2 days in advance, a statement must be attached, explaining the 
reason for the form not having been filed on time. 

(3) The approved copy of the form musf accompany the staffs member's claim for reimbursemepl> 

Personal Expenses-Personal expenses, for purposes of these^rcgulations, are defined as diy cleaning, laundry, 
and baggage handling. Employees in continuous-travel status in excess of one week who doipot return home 
during that time may claim reimbursement pf not to exceed i3M per week for laundry QMponsos and not to 
exceed $2.00 for dry cleaning and pressing expenses for each week aftof the first week. U^n employee returns 
homo during a period of time in which he is in continuous travel status, ho is.not eligible for reimubrsement for 
laundry, dry cleaning, or pressing in the first sub'sequont week. Receipts must accompany tho'^laim for i 
reimbursement. The omployoo's judgment is to bo used regarding baggage handling oxponsiQs. No reimbursement 
shall bo made for personal tolophono call:^ valet servico, oi* similar personal expenses. 
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> UNIVERSITY GOVERNANCE , 
State University Botrd Rules, University Constitution and Bylaws » 

Each.univQrsity within tho State University System Is governed by state university board rules and all constitutions 
and subordinate regulations must bo consistent with their provisions. The primary instrument for Mankato State 
University governance Is the university constitution and its bylaws. The constitution is a comprehensive document 
providing for participation and representation of each compor]ent In the campus community including students, 
faculty, professippal support personnel and the administration. 

Within the university's confederate governing stKicJ.ure,* agencies established In tfie constitution include the university 
assembly and its commissions, component senates^^and their standing corr^mittees, and ^rious Independent boards. 
(See appendix a.) 

Staff fnombers who wish a copy of the university constitution and bylaws should contact Marilyn Telle, University 
Assembly Clerk; Old Main room 108;phone 1111. , 



University Assemblylind its Commissions and Boards 

University Assembly., The universjjy assembly seh/es asthe university's chiof representative governing unit and 
a focal point of community governance. The assembly reserves the right to discuss and take ^ position on any 
question it deems appropriate with ^ch action necessarily qualified by powers and mandates assigned to assembly 
commissions, compj)nont^sonatos, boards and committees. x ( 

E;tbcutive CounciU The executive council is a council of tho university assembly charged with tho responsibility 
of preparing and distributing agenda items for each regular session of tho university assemWy. Tho council may act 
ofT behalf of the university assembly in emergency situations when the full assembly is unable to convene. 



Board on Elections. The board on elections is a board of the univers^y assembly charged wiih tho responsibility 
of establishing ^or all governanco,|nd advisory units provided for by t^ojistltutlon and its bylaws the time, place 
and manner of conducting all elections. Tho board has jurisdiction tcphoar and rule on election (tisputes when 
requostod to do so by an appropriate governing unit or grievance party. ^ 



Commission on Bookstore Policies. The commission on bookstore policies is charged with the responsibility 

of developing and recommending university regulations pertaining to bookstore related operations and service functions. 

(Tho commission will monitor contract compliance provisions between t^o university and the private bookstore operator.) 

Commission on Campus Planning* The commission on campus planning is charged with the responsibility 
of reviewing alteration roquost^^focting spfi^^o utilization and facility maintenance, rpcommgnding long-range plans 
relative to campus buildingsand tho universlt^ physical environment, developing university regulations per- 
taining to campus parking and tho use of facllitW grounds and space. 

Commencement and Academic Calendar Coimnission. The commencomOnt and academic calendar commission 

IS charged with tho responsibility of formulating anc(Vacommondlng policies relative to commencement activities 

and developing the academic calendar for tho university. ( ^ 

Fine Arts Commission. The fine arts commission Is charged with the responsibility of developing and recommending 
university regulations pertaining tn tho visual and performing arts programs subsidized by student activity foes, 
coordinating university cultural events and aelivitios, and reviewing, modifying, or rejecting student activity foe 
budget requests fo programs assigned to the commission which deal with concerts, theatre productions, art displays, 
"music productions, and dance performances. * 33 



> ■ 27 
Commission on Mtn's Intflrcolltgiata Athhtics. The commiaion on men's intarcolligiate athletics is thargtd' 
with tha responsibility 6f coordinating programs and promoting high standards in men's intarcoUagiats athlatic 
activities, determinidg tha aligibility of athtates, formulating and recommending university regulations pertaining 
to m^n's intercollegiata athletics, end encouraging athletic scholarships and other financiai support for men's 
intercollegiate athletics. 



J 



Coinmission 0f\ Women's Intercolltgiate Athletics. The commission on women's intercollegiate athletics ^ 
is'charged with tho responsibility of coordinating programs and promoting high standards in women's intercolltgiate 
athletic activities, detefmining the eligibility of athlates, formulating and recommending university regulations 
pertaining to women's intercollegiate athletics, and encouraging financial support for women's intercollegiate athletici 

Commission on IntramunI Athhtics. The commission on intramural athletics is charged with the responsibijity 
of coordinating intramural athletic programs. The commission shall be responsible for formulation of general policy 
maltors and shall deiogate to specific subordinate piigram units tho rosporr^ibility forjdotermining the eligibility 
of athlotosand organizing and promoting ir^tramural athletics. 
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Commission on Student Fininciai Aids. The commissiQn on student financial aids is charged with the rasponsi- 

bility of doveloQing and recommending university regulations pertaining to tho student financial aid program and 
servos as an appeals agency for students who believe that their requests for financial assistance w^ro not treated 
appropriately. ' 

Commission on Fiscal Aff lirs. The commission on fiscal affairs is charged with tho responsibility of making 
rocommondations concerning fiscal policies and budget allocations for tho university. 

■ ' • ; * 

Faculty Senate and its Standing Committees 

Faculty Senrte. Tho faculty senate is the principal agency for faculty participation In Qovornanco of Mankato , 
State University. It has as its role and function tho representation of tho general faculty's major and participatory 
rosponsibintlos as outlined by^tho state university board rules. ^ 

The faculty sonato is composed of thirty voting roprosentatives and ono^ox officio member. At the present time 
there are twotyo mOmbors from tho school of arts and science, throe from tho school of business, seven from the 
school of education, two (rom tho school of health, physical education and rocroation, one from tho media system^ 
one from tho division of nursing, two from institutional support, one at-(argo graduate faculty mombor^and one 
at largo undorgroduato faculty member. Tho ox-officio member is the president of the duly authorized bargaining agant 
which since May. 1975. has been tho Faculty Association. . ^ 

As the primary instrument of faculty involvement in Mankato State governance, tho senate provides tho faculty 
with means to carry out its major rosponsibilitios for tho development andr^commondation of regulations relating 
to curriculum, evaluation of instruction, admissions, academic standards, dnd requirements for graduation. Through 
the senate, tho faculty actively participates in development of long-range plans for the university, in budgeting, and 
in development and utilization of campus facilities. 

The senate fulfills its role through regularly scheduled meetings of its entire membership, through the work of its 
standing committees, through participation in tho university assembly and its various commissions, and through 
additional committees directed to specific concerns. The senate has thirteen delegates to the university -Assembly, 
twelve of whom ore elected by and from the senate and one who is the faculty senate president. Contact Eddice Barber, 
Faculty Senate President; Armstrong Hall room 229^; phone 2350. ^ " 
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Committee on Undergraduate Academic Programs. The committH on'undfrgnduiti ictfdimic progrims 

is charged with tho responsibility of developing end recommending undergnduete university regUletionsViliting 

to cufricujum, tho evaluation of instruction, student odmissions, registretion policies, ecademic standerds;ind gredue- 

. tion roqutroments. the committee on undergnduate ecadc^mic programs mey elso initiete new undergfiduete^irograms 

oftor consultation with appropriate acedemic units. 

Committee on Graduate Academic Programs. Tho committoo on graduato academic programs is charged with 
tho responsibility of dovoloping and recommending graduote university regulations relating to curriculum, the evalua- 
tion of instruction, studont admissions, registration policies, academic standards, and graduation requirements. 
Tho corhmittco may.also initiate new graduate academic programs after appropriate consultation. 

Facufty Research Committee. The faculty research committoo is charged with the responsibility of developing 
and rocommonding university regulatioi^j^lattng to faculty research proje^cts, and encouraging end coordinating the 
development of funded research efforts. * y 



' Committee on Faculty Appointmeiit, Promotion and Tenure. The committee on faculty appointment, 
promotion and tenure is charged with the responsibility of developing and rocomfnonding university regulations 
rolating to faculty appointments, prqmotiops, tonu/o, and faculty improvement opportunities including sabbatical 
-leaves and faculty improvement grants. 

Student Senate and Its Standing Committers' 

Student Senate. As the primary governing unit of tho Mankato State Student Association, the student Kinale and 
Its standing committers dovolop, in consultation with Acuity members and appropriate administrative officers, the 
budgets for programs supported by tho student activity fee, The student senate and its standing committees have ' 
major responsibility for tho dovolopmont and recommendation of university regulations pertaining to strident ^ 
relations, recognition of student campus organizations, the conduct of students, the student union and student 
* housmg, ^ ^ ' 

1975-76 wilt bo tho third yoor that tho student senate will employ a part-time attorney from its $30,000 student 
activity fund budget. Tho attorney provides legal counseling and services to students. "TvOD student ombudsmen are 
also employed at tho sonato to handio individual student academic, legal or social problems. In addition, the senate 
has created two indopondont nonprofit corporations to facilitate such programs as its student book exchange. 

Tho sonato has established a legislative affairs office which has played Important resoar^ and leadership rqles in 
^< ' workmq with stmo legislators on student and univorsity-folated legislation. Contact Luann Bruce, Student Body 
President; Student Union; phono 261 1. 

Student Allocations Committee. The student allocationscommittoo Is charged with the respohsibllity of develop^ 
ing and rocommonding university regulations that assure, of ficiont handling of budgets for programs supported by 
tho studqjit activity foe. All pFogrqms subsidized through funds from tho student activity occount shall submit an 
annual budget for approval, modification or rojoction to tho student allocations committee. The committee recommends 
student activity allocations to tho prosidonr. y * 

Student Housing Committee. The student housing committee is charged with the responsibility of developing 
and rocommonding^nivcrsity regulations pertaining to student housing. Tho student housing comnffttoo may fnake 
such recommendations on residence hall food service, budgeting and personnel matters as are appropriate*. This 
committoo is tho primary inter residenco hall governing unit and if^ay establish university wide housing policies. 

. . Student Union Committee, Tho student union committee is charged with the responsibility of developing 

O , and-rocommonding university regulations pertaining to policies of tho contornial student union, and reviewing, 

E I\IC modifying, or roiocting student activity foe budget requests prepared by its subordinate programming arm, the council 

^wmmmmm for union studont octivitlos <CUSAI, i 



PSP Senate and its Standing Committees 

Professional Supporf Personnel Senate. The 30 membor PS^sonato and its standing committess diviiop, in 
consultation ^thi^ppropriate repre»ntatives from tho other compononts of tho college community, university .^^ - 
regulations'coir^rning classified civil sarvant employees at the university. It servos as the ropreseritatlve arm for 
clanified civil^service employees including clBrical, technical, maintenance and some administrative staff. (The PSP 
senate has no authority to represent employees on matters involving terms and conditions of employment as 
'defjned in the Minnesota public employee labor relations act o1 1971. Tfie sonate cannot interfere,with, modify 
and nullify any rights established through the collective barpfning process.) Contact Fran Weagel, PSP Senate 
President; Armstrong Hall rocyrr^S; phone 6304. ' ' 

Communications Committee. The communications committee is responsible for maintaining liaisons between 
tho profossional support personnel senate committees and tho professional support porsonnol senate, for publicity, 
and for other areas of communications'as ti?p need may arise. 

4 

Elections Committee^ The olectibns committoe is responsible for. organizing and conducting the professional 
support personnel sonate elections in accordance with regulation^ of tho board on ejections of tho university assembly. 

Committee on Campus Affairs. The committee on campus affairs participates in evaluation of matters related 
to pjv^king, campu^ planning, spaco allocations, intorcotlooiato athletics, and other mattors of concern to the univerftty 
communtj^. ' * ^ 

Fiscal Affairs Coljftinitt^e. Tho fiscaf affairs committoo is ro|ponsiblo for informing tho professional support 
personnoi senate mattors of fiscal policy and budgot allocations related to classifiod porsonnol. 
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Component Grievance Agencies and Other Boards 



^Faculty Hearing Board. The faculty hearing board is charged with tho* responsibility of conducting faculty 
hearings and rocommendinq to the president such action as is apprbpriato and identified in state university board rules. 
(Rofor to State University Board Governing Ruio 709.) 

Advisory Board on Faculty Rights. Thoiidvisorj board on faculty rights is charged with tho rosponsibility of 
^((.vising a faculty member regarding rights to acadomic freedom and tenure, seeking to mediate disputes between tho . 
faculty mombors and tho university regarding those and other rigfits, and advising tho partigi^ a dispute whether or 
not a hearing should bo hold. (Rof«r to Stato University Board Govorning Rule 709.) 

University Academic Appeal Board. The university acadomic appeal board^s cliargod withSh^rosponsibility 
of conducting hearings and making recommendations concerning student acadomic appeal cases which involve 
alleged violations of acadomic rights as^utlinod in tho stato university board rt/los and tho university eonstitution. 
Tho university acadomic appeal board, with tho permission of tho student involved, may attach a statement of its 
^ case findings to a student's pormanor]^ acadomic records. 

Student Conduct Board. Tho student conduct board is cliargod with tho responsibility of conducting hearings^ 
concerning student disciplinary casos and taking such action as is appropriate and identified in stato university 
board rules and tho student judicial codo. 

Professional Support Personnel Hearing Boards. Professional support personnel hearing boards are charged 
with tho rosponsibility of conducting hearings for Classified civil service employees and recommending to tho president 
such action as is appropriate and identified in stato university board rules and in Minnesota Department of Personnel 
rules and regulations. Employees whQ.fall within the classified employees liargaining unit aro required to use grievance 
1^ p. ^^-coduros outlined in Article XIII o1 the labor agreement. 
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Dictionary on University Committees 

I 

Dictioniry on UniverritY ConjniittMX. The dlrtionary of unlvirsity committals contiinj the orginlzitlonal 
hirtory and framework, purpoitj, and the latist available Information regarding mambarihip of all govtrning and . 
advisory ogencias provided for In tf\e university constitution. The dictionary Is updated at least twice a year and 
is available in tfto Memorial Library, principal administrative offices, university assembly clerk's office, and from the 
student senate, faculty senate secretary, and the professional support personnel secretary. All changes In th^ listed 
committoe structure and memberships should be reaortdd to the university assembly cleric's office. Contact Marilyn 



BQl 

Tollo, University Assembly Clerk; Old hflain room. f08; phone 1111 



EQUAL OPPORJUNlfY/AFFIRMATIVE ACTION 



Equal Opportunity Pol^V- Mankato State University is at^ equal opportunity employer. Through an active 
and continuing affirmative aa:tion pro|]ra<Ti\tho university provides equal opportunity and treatment in of^ployment, 4 
admissions, and all academic programs. 

Equal Opportunity Officer. Responsible to the president for the development and ^iflipiapior^|tion of universityj 
policies regarding equal opportunity and affirmative action. Contact Margaret Preska. Equal Opportunity Officer; ^ 
Qld^Main room t03;phQno 13T2. . ^ 

Equal Opportunity Council. This council consists of the university's executive officers, the chairpofson of 
the affirmative action committee, the affirmative action compliance officer, and the equal opportunity officer. 
The university president servos as the chairperson of the council, and appoints its members. The council monitors 
and provides executive guidance for the university's equal opportunity program. The council meets quarterly. 
Contact Margaret Prosk^^ Equal Opportunity Officer; Q\d Main room lOS; phone 1312. 

Affirmative Action Compliance Officer. Responsible to the equal opporturltty officer for monitoring affir- 
mative action and equal opportunity Qrocodures, providing information and filing reports with the state university 
board. Contact Judith Mans, Affirmative Action Compliance Officer; Old Main room 108; phone 1 11>]. 

Affirmative Action Committee. Each of the state universities has an affirmative action committee. Mankato 
State's consists of eight members a majority of whom are women and minorities. The university's committee advises 
and makes recommendations to the priftftDnt on the implementation of affirmative action guidelines approved by 
the state universiff^bx)ard. Contact Judith Mans, Affirmative Action Compliance Officer; Old Main room 108; phone 11 

BARGAINII\FG UNITS • RECOGNIZED EMPLOYEE LABOR ORGANIZATIONS 

The "university presently has two recognized employee bargaining units which Bre authorized to negotiate employee 
economic issues and the terms ancUonditions of employment. The Faculty Assoqiation, through its state organization 
the Inter Faculty Organization (IrO), represents the teaching faculty. Local 638 of the American Federation of 
State, County and Municipal Employees, through its state organization. Council 6, represents the maintenance, 
clerical, and technical classified civil servicet employees. 

Though not approved^s of this printing, non-teaching faculty, through the Mankato State University Association 
of Administrative ond Service Faculty, have petitioned the Minnesota Bureau of Mediation for recognitidn. 

Faculty Associa^jjlh). The Faculty Association, a voluntary organization, was formed to ^romflte faculty welfare, 
'jg annual dues are diJl^ifrnined by the inter-faculty orgariization delegate assembly. 
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Thp Faculty Association is Manktto State University's local unit of the inter-faculty organization (IPO) of tfie ^ 
• Minnesota State University System. Since It vras organized in 1938, tfie IFO fias reprtjsenied tfie faciHty and proftsslonal 
staff (uncJassified) employees of tfie Minnesota State Universities in tfieir dealings wrtfi tfie State University Board 
and Minnesota Legislature. Tfie membersfilp voted in spring, 1973, to affiliate wltfi MEA/NEA. Tfie IFO was ' 
doiignatea in tfi^ state board rules as tfie representative of state university faculty find was certified in the spring,* 
1975, as the collective bargaining agent for all state university faculty. The IFO is governed by the inter-faculty ' 
board fff directors which consists «f two members and the local association president from each of thestate 
^universities. 

The Mankalo Slate Faculty Association holds general meetings twice each academic quarter'and has a representative 
in each academic department and program unit. The Faculty Association executive commlgee for 1^5-76 consists 
off the following: Verona Burton, president; Ken Mattsson, vice president; Winst\)n (Jrundmeier, secretary; Harold 
Williamson, treasurer; Oonald Strasser and Ronald Hybertson, at.large; Wayne Kbenen and Milton Ochsner, IFO 
board representatives; a/id Douglas Ralston, fFO prasident. Contact Verona Burton; Trafton Science Center Room S140* 
phone 2786, ' 

AFSCjVIE Union Local 638, This classified employee labor union was the first Minnesota state university local 
ro negotiate a written work agreement. The union represents the employees in contract negotiations,Viovances 
and lobbying for salarii^siand fringe benefits at the Minnesota Legislature. There are six union stewards who, on a 
volunteer basis, prbvi(j;a assistance to union and nonunion classifjs^ employees wfio>ve complaints or have filed 
formal.gricvances curr^s>t stewards include Daisy Anderson, David Cowan, Rudy BTyer, Jim Bowder, Phyllis WIsen, 
and Fran Weagof Contact Leonard Petersen, Union President; Highland Heating Plant; phone 131 1, 

^ ^ UWIVERSITY BUDGET AND FINANCE. 

Univgrsity Income 

Logislativp appropriations for the institution are approved biennially during odd numbered years as part of an overall 
allocation ^or the Minnesota State University System. Quring 1975-76 Mankalo Slate will receive over $17,400,000 in 
stale support. 83 percent of which is committe(J n salaries and related costs for faculty and support staff. The univer- 
sity projects ad(Apnal income totaling more than $3,490,000 ffroni revenue accounts such as the student union,, 
residence halls, mWh services, and student activity. Federal and stale grants for student aid and sponsored programs 
will total pproximalely $l,400,QflO for fiscal 1975-76. 

Thfl regular stata^allolmept from the state university board office to Mankatoliate is primarily enrollment driven 
with salary and rt dy li ry allocations derived through the use of over 1 4 different formulas. Examples include: 
one fulhlime equivalent (FTE) faculty position per 19 FTE students; one FTE faculty position per 13 FTEjjraduate 
students, one custodial position per 21 ,000 sq. ft.; one maintenance-positibn per 25,510 sq. ft.; one graduate assistant 
'pep^5 leaching facull^osilions; $120 per FTE student for nonformula supplies and expense; $.645 per credit hour 
f^ormula sbpplics. $50 per credit hour for equipmBnt; etc. 

. : t . . • 

Role of FiscaJ Affairs Commission. 

The commission on fiscal affairs reports to the president and the university assembly and is charged with the ' V 
rosponsibihty of making recommendations concerning fiscal policies and budget allocations f^r the institution. Titi^e A 
commission meets bi weekly and is composed of fcpresentatives from the faculty component, student component, 
professional support personnel component and the admir\istration. 

The commission has been instrumental in the development of approved budget principles to be used in thejjllpcation 
of salary and nonsalary funds for.l 976-77. It will continue to assist in the formulation of a program-briented budgeting 
system during 1975-76, 
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Budget Development and Control 

The presideo/is ultimitety responsible for thi use of university resources and the expenditure of iti funds. Tha 
office of resource management ts delegatfid responsibility for insiiring the proper use of resourcas, the priparition 
of university budgets, development of budgat procedures with the fiscal a^airs commission and implemontatfon of 
such allocation procedures approved by the president. The business office provides the president with perfodb 
operational summaries of the institution's financial posture. Contact E. R. McMahon, Assistant Vice President for 
Resource Management, Old Main room 213; phone 6623. 

The state university prepares both annual and biennial budgets as planning tools for the commitment of salary 
and nonsalary resources. The budget development process starts at tha program level and schotil level culminating as 
part of the state univorsily system's budget request. The Minnesota Department of Administration, Minnesota 
Higher Education Coordinating Commission, governor, and the legislature in turn review the system's request sub- 
sequently allocating funds. The legislature authorizes a iwo-year spending plan for the Minnesota State Universitv 
System, allowing the state university board to ahnuatly reallocate to the institutions on a formula basis. 

The institution allocates fuhds to its principal administrative areas based on approved priorities. The principal 
adminl^rativo units subsequently redistribute a portion^of their allocation to subordinate academic programs and 
odmtnistrativo units. 

The biennlTil budget process normally begfni fn June of an even^umbered year with final action b^e legislature 
and distribution. by the boarxi office occurring on.pr about May or June of the following odd-numbered year. The 
institution's fiscal year run's from July 1 to June 30. 
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UNIVEHS^TY ASSEMBLY .j 

ARTICLES OF OPERATION / 

(Approved January 23, 1975) 

.. Consistent with provisions idintlfiedjn the Mankato State University Constitution and its BylaWs, these Articles 
- , of Operation have been reviewed md approved by the Unwersity Assembly, The articles are internal rules of the 
Assembly and should te used in conjunction with and as a supplement to relevanttktions of the University Con- 
stitution and its Bylaws. . ^ 

^ UAAO 1 'Assembly Speaker and Associate^eaker; Additional Responsibilities *** 

^ Speaker and Associate Speaker shall bei elected by and froiji among the University Assembly 
* ' Delegates present and voting during the first meeting'in October of each year - the Speaker and 
Associate Speaker shall be from different components of the University ^The Speaker and Asso 
date Speaker shall retain their voting privileges.) 

lb) The ^Speaker is the chairperson of the Assembly and shall have those responsibilities normally 

associated with the chair jjpre identified in Robert's flule§ of Order Newly Revise d. The Speaker, 
shall make all appointments authorized by the Assembly subject to confirmation by tfie Assembly 
if Delegates. 

(c) The Associate Spea*ker shall prepare a written summary of actions of University As^mbly Commissions 
and the Board on Elections and°submit it quarterly to the Assembly Delegates. 

UAAO 2 ♦ Ajfcembly Delegates, Terms, Vacancies and Alternates 

(a) Terms of office for Executive Council and presidential appointees shall be one yeatvDelegates 
from component senates shall serve terms as determined by those senates. 

(b) Should vacancies occur the appropriate component senate or appointing authority shall fill the 
vacancy. ^ . 

IcIl^ When an Assembly Delegate is unable to attend Assembly meetings, the delegate may designate 
an alternate from the appropriate constituency. ' ^ 

UAAO 3 • University Assembly Quorum and Regular Meetings 

(a) A quorum for the University Assembly shall constitute at least 23 Assembly Delegates who have 
* voting privileges. ^ 

(b) The University Assembly shall have at leaJt two regular meetings in each of the Fall, Winter, and - 
Spring academic quarters. 

UAAO 4 - Ratification and Amendment of These Articles of Operation ^ 

la) Ratification. These Articles of Operation shalPbe effective following their adoption by a 2/3 
majority vote of the Assembly Delegates present and voting. 

lb) Amendment by the University Assembly. These Articles of Operation may be amended by a 44 
°^ Assembly Delegates present and voting, provided the proposed amendment has 
cH^^^ previously presented in writing to the University Assembly two weeks before a vote is scheduled. 
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ARTICLE I. MEMBERSHIP 
Sictian 1. 

s 

^ Section 2. 

Section 3. 

Subdivision 1 - 

V Subdivision 2 • 



Subdivision 3 - 



Subdivision 4 ■ 



FACULTY SENATE 

ARTICLES OF OPERATION . . > .,. 

(Approved Ftbruiry 12, 1975) " 

Membership on the Feculty Senete shell be in eccord with the provisions 
of the University Constitution. 

The Feculty Senate shall consist of 30 voting members. 

Senate Elections 

Members shell be elected by and from the academfc schools end divisions 
"of the uniwrsity lit proportion to the number of positions allocated to 
each, provided thet eachxonstitudncy shall haveiat least one representative. 

For the purpose of this subdivision, academic schools and divisions shall 
be considered to be the following: 

School of Business 
School of Arts and Science 
School of Education 

School of Health, Physical Education and Becreetion 

Division of Nursing. 

Media Systems ^ - ^ 

Institutional Support ^ ^ 

School of Graduate Studtes ^ 

Terms of office shall ^egin with the first meetfng of 4he fall quarter and 
shell be for two years. Elections shall be held in the first week of each May, 
^ with half x)f the members elected each year. Where possible, the half- 
Mch-year principle sh8lll)e followed in eech'constituency. 

Elections shell be conducted by tht constituent units under the Supervision 
of the Faculty Senate Elections Committee. Pursuant to ARTICLE V,' 
Section 1, Subdivision 1 of the Bylaws of the University Constitution, thft 
"^nete E|flctions.gammittee shall apportion membership among the units 
Bccording to numerical size and report its ection to the Feculty Senate et * 
its April meeting. 

The Electlims Committee shall prepare lists of eligible persons, provide 
for filings, prepare balloU,and esteblish procedures for casting and counting' 
ballots. Results shell be in accordance.with guidelines established by the 
University Assembly Board on Elections pursuant ARTICLE IV, Section 1, 
Subdf\ffit1on 6 of the University Constitution. 
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•Subdivision 5 • . When e vacancy occurs In Senate membership, the Senate Elections Committee 
shall certify to the Senate the name of the un-elected candidate receiving 
the highest number of votes in the most recent election in the constituency ' 
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r(n Wilch tha Wtincy occurs. If that candldatt is unQvaitable to servt, the }^ 
cai1dl8atft Wth tha lacond-hlghast total shall be cartifiad^^oMhe thlrd- 

' ^lohait Of fourth-highest. If no replacamant cab be named by this method, 
tha constltuan^y shall ba instructed to hold a c^tclal election to fill the 
unexpired term. ' ' 

.All members shall hold full-time, academic-year contrects with the University. 

Whin a membar cannot ettajrd a mfeting or, meetings, he or she mey desig- 
' natl en elternete from within the constituency the meniber represents, 
. Such deslgnetidn shell be for a sptcific time up to a rgaximum of one 
IJliirter. Alteriletes shall have full rights end obligetjons of membership. 



thi Stnete shell heva a liresiderit and e vice-president elected by and from 
the membership. Election shall be by e majority of those present and 
tfOtlnfl. 

Officers shall ba elected at the first meeting of the academic year and shall 
sarva for one calendar yeer. / 

Tha pVasident shell preside at Senate meetings, prepare the agenda-jnd issue 
aaris for all regftlar and special, meetings, make such committee appointments 
81 prdvided for by the University Constitution, the Articles of Operation 
jnd Sanat^ actfon. AM committee appointments shall be subject to approval, 
by B mejority df the Senate. The president shall seek to keep the Senate 
informed of anV matters whicb may relate to its obligations and operation. 

The vice presitfent shall preside over the Senate in the absence of the presi- ' 
dent and shall assume such other duties as the president may delegate. 
Whan there is permanent vacancy in the office of the president, the vice- 
president shall become president and a new vice-president shall be elected 
by and from the Senate membership to serve out the balance of "the current 
term. 



The first meeting of the academic year shall be held during the week faculty 
are required to report for duty. Regular meetings shall be,held thereafter 
on the second Wednesday of each month, unless, in the view pf the Senate 
or the prestdeht, a different date is preferable. Special meetings of the 
8ahate may be held on call of the President of the Universfty-, the Speaker / 
of the University Assembly, and the president of the Senate;^y a petition 
of six dr more members of the Senate; or by petition of twenty five or * - . 
mohj faculty ff^embers. . • 

Agenda Items requiring a document of more than one (1) typewritten page 
afiall only be placed on the agenda when said documentation has been received 
bythacheirperionone(l) woekin advance^ of the meeting. Such document 
shall then be distributed by the secretary to alt senators not less than three 
dav< irladvanctf of the meeting. 
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' fiction 3. 

Siction 4. 
ARTICLE rv. COMMITTEES 

Stctionl. 



S^i6n 2. 



Prociduris not prascribtd in than Artlclis of Opf ration shall ba in accord 
with Robtrt'sR utt s of Ordir Newly Ravitad , ^ 

A quorum shall consist of a maiority of the full Saruita. 



Thi Sanata shall htva Standing COmmittaas aS providid by ARTICLk)VI, 
Sactioh 2 of tha Uni9arsity Constitution. Mambarship shall ba in accord 
jylth ARTICLE V; Saction 2 of tha Bylaws of tha University Constitution. 

Tha Senate may form additlonalVommltteesBirequired by its ectlvitles. 
All such committees shall be temporarv and shall operate for no mom 
then one calendar year, unless renewed by a majority vote of tha Senate. 
Membership on ell such committees shall include et lerast one Senetor. 
Appointment shall be by the President of the Senate with the consent of 
the membership as provided in ARTICLE1I, Section 3 of these Articles 
of Opemtion. 



ARTICLE V. UNIVERSITY ASSEMBLY DELEGATES 



Section 1. 



Election of Senete representatives to.the Universrty Assembly shall be by 
lim^ited voting as provided fpr by «the University Constitution, fn the interest, 
of further protection for smell units, the following intra-Senate constituencies 
are established: 



School of Education 7 Senators 

(Each Senator shall vote for 2.) 

School of Arts*& Science 12 Senators 

School of Business 3 Senators 

Institutional Supporj^ Z^n^ors 
(Each Senator shell vote f or 1 .) . , 
School of HPER ^Senators 
Media Systems 1 Serfator 

Nursing * 1 Senator . 

(Eech Senator shairvote for 1.) 



3 Assembly Delegates 

5 Assembly Delegates 
2 Assembly Delegates 



2 Assembly Delegates 



At-large Senators shall vote with their academic component. 



ARTICLE VI. ADOPTION AND AMENDMENT 



Section 1. These Articles of Operetiorj ihall be adopted by a tWo-third? majority 
of the full Senate. 

Section 2. Proposedamendmente to these Articles df Operation shall be submitted 
in writing to the Senate at any regular meeting. . Final action on imend- 
ments may take place at the next Regular meeting or at a special meeting 
no less than two weeks leter. Adoption Df all amendments shall be by 
two-thirds majority of tN^ full Seriate. 



PROFESSIONAL SUPPORT PERSONNEL SENATE 



ARTICLES OF OPERATION 



(Approvtd Siptambflr 10J974) 

PREAMBLE . / 

ConjiJtent with provbrons Wintiflttfln thf Minkito Stiti Unlvinlty Constitution, thi profittlonil support pirtonnif 
componant, recognizing thi nfCd for bitttr undtrstinding of tha winU and disiras of ctanifiad civil servlct amployHS 
and In thalntQrast of battac^ommunlcatlon bttWNn allitgmants of tha unlvtrsity community, dots haraby ordain 
and establish thaPfofaaclonal Support ParsonntlSinata and thaa^Artic^ta^ . \ 

ARTICLE L PROFESSIONAL SUPPORT PERSO NNEL SENATE 
Action 1. PURPOSES ANO POWERS Of THE PROFESSIONAL SUPPORT PERSONNEL SENATE' 

Subdivision 1 . Tha Profanlonil Support Panonnal Sanato. composed of reprisentativas eWctad 
by the professional support ptrsonnal component, shall represent th« interests of the Mankato 
State University profafsipnal support ptrsonnaL ^ 

Subdivision 2. Tha Professional Support Personnel Senate shall encourage, develop, end facilitate communica- 
tion among employees^ln the three designated1:8tegorles of the professional support personnel com- 
ponent, tlie administration, and all other components of the university. (The three dategories include 
technical/specieiist. dericel. end maintenance.) 

Subdivision3. The Professional support Personnel Senate, working in cooperetion with its senate president, 
shall confirm the eppointments of professidnal support personnel representatives to serve on the UniVIr- . 
sity Assembly, component senates, commissions, boards, and committees as provided for in the Mar\kato 
State University Constitution and as ire requested by the State'University Board jhe State Oepart- 
ment of Personnel and the university president. jr 

Subdivision 4. The Professional Support Personnel Senate may make recommendations to the president 
of the university on any matter affecting the professional support personnel component or the univ- 
ersity, including any action taken by ei^ agency of the university or subdivision thereof. 



Subdivi|ion 5. Nothing in these Articles of Operation shall be construed as prohibiting consultation 
at all levels of the professional support personnel component. ' 



r 

Section 2. MEMBERSHIP 




Subdivision 1.. The Professional Support Personnel Senate shall be composed of classified'employees of 
the State of Minnesota who ere qualified civil service personnel et Manlcato State University. 

Subdivision 2. The Professional Support Personnel Senate membership shall consist of thirty 
voting members. . ^ 

t 

Subdivision 3. Professional Support Personnel Senators^re elected by and from among the three 
designated categories within the professional support personnel component in proportion to the 
number of classified positions in each categorry, provided that dach category is represented by at least four 
senators. No individual member may cast moce than one-half as m)ny votes for senators representing a 
given category as there are Vacancies to be filled. 
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Section 3. OFFICERS. ELECTIONS, TERMS OF OFFICE AND RECALL 

Subdivision 1 . ProfBSSiOiuil Support PerMnnel Senate officers shall consist of a president, vice 
president, and secretary-treasurer elected by end from among senate members. Off leers shall 
»rve one-year terms and sha)) be elected during the first regular Professional Support Personnel 
Senate meeting following the May general elections. 

Subdivision 2. .During April of each year the Elections Committee of the Professional Support Personnel 
Senate shall prepare a list by category of all those classified civil service employees who have been 
certified as members of the professional support personnel component as of April 1 5. Any member 
of'tho professional support personnel compon^t miy file for a senate seat; the desdline for such 
. . filing shall be determined by the Elections Committee. The Elections Committee shall notify pro- 

fessional support personnel membert.of the fllln(f deadline. « • 

r 

Subdivision 3. Election of senate miembers shall be conducted and held in accordance with the 
general election guidelines promulgated by the University Asscmbly'i Board on Elections. The 
Professional Support Peilbnnel Senate Elections Committ« shall prepare appropriate election 
bgllots, establish procedures whereby such ballots can be tallied, and shall artnounce the official 
results wrthin seven days of the election. Withfli four class days following the release of the 
results, any member of the professional support personnel component may formally challenge 
the election results and ftte a complaint with the University Assembly's Board on Elections. The 
Board on Elections shall review the complaint, along with related Prof e^ional Support Personnel 
Senate Election rules, and shall make a determination on the dispute. A professional support 
personnel member may appeal the Board's decision to the university president. 

* Subdivision 4. During the first general election following the ratificatfoa of the Mankato State 

University Constitution, the professional support personnel component members shall elect 
one-half of the senators representing each category within the Professional Support Personnel Senate to 
ono ycartormsandono-half of each category to two-year terms. Once such staggered terms 

• /) are established, senators shall be elected for two-year terms. 

* ' Subdivision 5. In case of a vacancy in the unexpired term of a senator, the Professional Support 

Personnel Senate president shall appoint a njember from the former senator's constituency to fill 
the term, subject to confirmation by the Professional Support Personnel Senate. When professional 
support personnel senators are unable to attend sonatfi meetings, they may designate Individuals from thofr 
own categories as oltornatos to represent them. Such designated alternates servo at the pleasure of 
the individuals who appoint them, and have the full rights of a senator when the roflular member is 
absent. 

Subdivision 6. A professional su|port personnel senator may be removed and recalled for 
nonfeasance by a petition signed by two-thirds of the total membership of the Professional 
9 Support Personnel Senate. 

ARTICLE II. PROFESSIGNALSUPPORTPERSOfaNELSENATE?TANDINGAip SELECT COMMimeS. 
MEMBERSHIPSAND RESTRICTIONS ^ ^ 

Section!. COMMUNICATIONS COMMITTEE. Consistent with provisions Identified In the Mankato State 
University Constitution, the Communications Committee shall bo responsible for maintaining a liaison relationship 
' % between professional support personnel commltteos and/or subcommittees and the Professional Support Personnel 
Senate, for publicity, and for other areas of communication as the need may arise. The Communications Committee 
^ • shall consist of five members of the Professional Support Personnel Senate proportionate to the nombor of classified 
r-n9^" positions assigned to the throe PSP categories. • J 
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Siction2. ELECT1€NS COMMITTEE. Consistan^v^ provisions identified In the Mankat^ 
Constitution, t|ie Ejections Committaa shall be responsible for organizing and conducting the Professional Support 
Personnel Senate proportionate to the num^ of classififli positions assigned to the three PSP categorlai. 

Section 3. COMMITTEE p CAMPUS AFFAIRS: Cojisistant with provisions rdant.ified in the Mankato State 
University Cohstitution,1hl%8mmlttN on CampuSjAfftlrs shall participate in evaluation.of matters relpted to 
parking, campus planning, space allocations, and other matters of concern to the university community. The 
CorQmittee on Campus Affairs shall consist of five members of the Professional Support Personnel Senate proportionate 
to the number of classiflad positions assigned to Ihe three PSP categories. 

Section 4. FISCAL AFFAIRS COMMITTEE. Consistent with provisions identified in the Mankato State Univer-; [ 
sity Constitution, the Fiscal Affairs Committee shall bt responsible for informing the Professional Support Personnel 
Senate on matters of fisi^al policy and budget allocatio[is related to classified civil service personnel. The^ Fiscal 
Affalrs'Committee shall consist of five members of the Professional Support Personnol Senate proportionate to the 
number of classif iod positions assigned to the three PSP categories. 

Section 5. ^MBERSHIP RESTRICTIONS. No professional support personnel component member shall be elected 
to serve on the Professloni^l Support Personnel Senate for more than four consecutive years. No professional 
support personnel component member shall be eligible for election or appointment by the Profe^onal Support 
Personnol Senate as voting members of mora than two campus governino or advisory agencies (membership on the 
University AssombJy shall not apply to this provision). 

Section 6. MINIMAL REPRESENTATION ON COMMITTEES. There shall bo at least one ropresentstive from each 
of the throe PSP categories serving on every committee, proportional roquiroments not wj|hstanding. 

ARTICLE III. PROFES&IONALSUPPORTPERSONNELSENATE AGENDA AND MINUTES 

Section 1 . Agenda items may be referred to the president or vice prtisidont of the senate in writing two weeks in 
advance of the seriate moetrng by an individuial professional support personnel member, standing committees or 
special committees of the Professional Support Personnel Senate, the university president, the University Assennbly, 
other component senates and similar representative nrganieations. The agenda of each regular senate meeting shall 
bo distributed approximately three days in advance to all senate members. Notice of the meeting and agenda items 
shall be published and made available to professional support personnoJ members. 



Section 2. Minutes of each Professional Support Personnel Senate meeting sholl be distributed to sefiote members 
and to each professional support personnel component members. 

ARTICLE IV. PROFESSIONAL SUPPORT PERSONNEL SENATE MEETINGS 

Section 1. The senate shall hold regular meetings once each month. Special meetings of the senate may be held 
upon the call of the president of the Professional Support Personnel Senate, or by a petition signed by at least five 
professional supprort personnel senators. A notice of special meetings shall be given by the president of the Professional 
' I Support Personnel Senate. 

•<■• 

Section 2. At any regular or special meeting of the Professional Support Personnel Senate, a majority of the member- 
' ship of the senate shall constitute a quorum. 

Section 3. All Professional Support Personnel Senate meetings are open to the puMic. , 
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' ARTICLE V. RATIFICATION AND AMENDMENT OF THESE ARTICLES OF OPEBATION ^ 



Section 1. RATIFICATION. Thisa Articlw of Opiratlon shill ba affectiw following thiir idoption by • two- 
thirds majoritv vote of tho» pfofessionil support pirsonnil sanati membars present and voting at the first Pro- 
fessional Support Personnel, Senete meeting in September 1^7*4, A copy of these Articles of Operation shell be 
pieced on file with the University Assembly Clerk. 

Section 2. AMENDMENT BY REf ERENOUM, By e petition of five percent (5%) of the professional support 
personnel component, professional support personnel members may initiate en amendment to these Articles of 
Operation. Upon presentetion of the petition, the Elections Committee of the Professional Support Personnels 
Senete shell prepare a referendum ballot for distribution to and vote by the professionel support personnel component. 
A majority of those prof essionaf support personnel members voting shall determine the result of such an amendment 
vote. At least ten percent (10%) bf the professional support personnel component must participete before the result 
of such a vote is effective. 

Section 3. AMENDMENT BY THE PROFESSIONAL SUPPORT PERSONNEL SENATE. These Articles of Opera- 
tion may be amended by a two-thirds vote of those professional support personnel senators present and voting at 
a meeting of the Professional Support Personnel Senate, provided the proposed amendment has been previously . 
presented in writing tq the Professional Support Personnel Senate two weeks before a vote is scheduled. 



^ . 51 



IP;: 



FACULTY ASSOCIATION CONSTITUTION 



ARTICLE I. TITLE 

This orginizatlon shall bf known as the MaftRito Statt College Faculty 
I Association. 

ARTICLE M. PURPOSE ^ / 

The purpose of the Association shalj be to i^romote faculty welfare.' 

ARTICLE IN. MEMBERSHIP ANOOUi 

. Section 1. All members of the faculty* academic, professionel, end edminl- 
strative (excepting the President end business manager), shall, by 
virtue of their position on the staff, be eligible for membership, 
and shell, upon peyment of dues, be regarded] es members, with 
all rights and privileges there^ /. . 

Section 2. Annuel duesshelHie determined eech yeer by the Executive 
Committee suk^ct to approvel by the membership. 

.; / . ^ , ^ 

Section 3. Dues of members employed for f riictlpnal parts of a year shall 
be determined en^e^essed by'the Executive Committee. 

ARTICLE IV. OFFICERS AND ELECTIONS 

Section 1. The officers shall consist of a president, a vice-president, a 
secretary, and a treasurer. 

Section 2. ^ There shall bo ^n Executive Committee of six to eight members- 
four off icers, two non-officer members, and any other member 
^ who is a representative from the Local Association to the IFPC. 

Section 3. There shall be two representatives to the State College IFPC 

selected by the Executive* Committee for a threof year term. One 
representative shall be selected each year for two years, and the 
third year none shall be selected. 

Section 4. The term of office o1 members of the Executive Committee shall 
be two year^. After the first election under the terms of this 
article, the President, Secretary, and one non-officer member of 
the Executive Committee shall be elected in odd years; the Vice- 
President, the Treasurer, and one non-officer member of the 
Executive Committee shall be elected in even*vears. 

Section 5. The annuel election (Section 4 of Article IV) shall take place ^ 
during the month of ApriL It shalLbe conducted in such d way 
I as to give ell members an opportunity >to Vote. A nominating 

>^'' . corfimittee consisting of one member from each Division shall be 

appointed by the Executive Committee at leas^ three weeks before 
the date of the ei^Hion, and it shall be the duty of this committee 
*^ * • to select end post the names of at least two candidates for each 

position to befilled, one week Preceding the elecfion. Opt)ortunity 



to makt nominations from the floor shall ba providtd. Tht ntwiy > 
alactid off icars shairba prasanted at tha May maatlng of tha A^ci* 
ation. Executive Committee members are eligible to service for not 
more\han two consecutive termt 



Section 6. The Executive Committee is hereby given the euthority to select end 
appoint members of the Associition to fill vacancies which occur 
between ennuai electioni 

ARTICLE V. DUTIESDF THE OFFICERS 



Section 1. 



Section 2. 



Section 3. 



The officers shall perform the duties generally incumbent upon 
^uch officers. They^shall also perform such duties as specified 
below.* 

i 

The Executive Committee shell be responsible for bringing 
before the Associotion for cohsideiretion, in general session, 
matters of interest to the group. It shall carry into execution 
the policies formulated by the Association/ It is to serve in 
whatever capacity necessary to promote the purpose of the 
Association. 

The President of the Association, or the Vice-President in his 
stead, shall preside et all meetings, shall call meetings of the 
Executive 'Committee, and with iheepprovafof that com* 
mittee may call meetings of the Association. 



Section 4. The Treesurer sh^ll be responsible for the collection, sTafe 
keeping, and administration of the disbursement of funds 
of the Assdciation. All payments from funds of the Associa- 
tion for expenditures as authorized in general session or by 
^ the Executive Committee must be signed by thq Treasurer 

and counte[signed by one other officer. 

Section 5. The Secretary shall be responsible for the recording and 

itafe keeping of minutes of ell meetings, for correspondence, 
documents, and communications of all types which have to 
do with the business of the Association. 

ARTICLE VI. QUORUM 

Provided a notice of a meeting which includes the proposed agenda is posted 
on the faculty bulletin board at least 48 hours prior to a meeting, twoniy- 
five members of the Association shall constitute a quorum for carrying on 
business. 

ARTICLE VII. ENACTMENT AND AMENDMENTS 

« 

This constitution shall be effective following its adoption by a twp-thirds 
>(Ote of the members of the General Faculty. 



This constitution may be amended by a two-thirds vote of the members 
of the General Faculty, provided the amendment (or amendments) hes 
been presented at a previous session, or in writing to the members, jive 
days before the general session. 53* 



COURSE PROPOSitL 



!• Check* nature of proposali New Course « Xlhange in Course 

Number . > Change in Course title , Change in Credit^ , 

Withdrawal ' . ^ " " 



!!• Course; 

Department^ Number, and i:itle 



III. Routing (Date of minutes recording approval or notification): 

^ > * vl?ate 
Department of 

-X. ~ 



School or Division 



College Curriculum 'Committee 

if ' ■ 

Graduate Council 
Other 



IV m Proposed c^nge i^a a course previous ly approved (omit this part in V 
a new course proposal): 



V. Proposal for a mw COURSE (omit this part of part IV above is used): 
1* The need for this new course: * 



2. For whom is the cWrse designed? Prerequisites? 



other institutions similar to Manksto Stats College nov 
offering course: 



faculty qualified to teach this course: 



Special facililies or eq^iFlnent requliredt^ How to be obtained? 



Course description: , 

A 

A. Objectives , 



B, ^ Topics or Units of Study > ^ 
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REQUEST FOR TEMPORARY ABSENCE 

(Unclassified Employee) 



Fork 2 



DATB(S} OF ABSENCE:. 



Rtason for Absenct: (PiMse chtck ■ppropr iau 
box and give britf ■xplanation wht rt raquestid) 

[ 1 Annual Laave (12'month ptrsonnal) 



Sick Leave 



[ . j Emtrgency Leave 

[ I Professional Meeting _ 



Held at: 



City and $tate 



Please explain disposition of classes. Give namt 
of faculty meinber who was/will be in charge of 
each of your classes. 



NAMEOF REQUESTER (piMs* print) 

ABSENCE 
Approved Disapproved 

DEPARTMENT CHAIRMAN ' 



DEAN OF SCHOOL 
OR 

DIVISION CHAIRMAN 
ACADEMIC VICE PRES. 



RECORDED BY PERSONMEL OFFICE 



SALARY; 



DATE 

I [ ALLOWED I j DEDUCTED 



Form 3 



Type of Leave 
Sick Laava 

Vacation Leave ^ 

Other Laave With Pay 

Leave of Absence Without Pay 

■5 

Request 

Telephoned 
Submitted in Parson 

Requested Date(s) of Absence: 



Approved 



REQUEST FOR LEAVE OF ABSENCE 
(Classified Employee) ^ 
Reason for Absence 

' Vacation 

Illness 

Jury Duty 

Militery Leave 

Other (Please Specify) 



Date Requested . 



Employee Neme (Print) 



ISocial Security Number 



Signature oflfRequestor 



(For Office Use) 



Not Approved (Please Specify Rensons 
and Alternate Dates, if env) 



Date 



ERIC 
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Signature of Supervisor 

Form-Bus Off. -5.^4/11.73 " 




lUEAFORM 



N«m« (Print ar Ty^«. First, MI44U. L«*tj 
Afsney Wh«r« EmpUysJ 



6r«isi« 



jluiyinf 



(Submit in Ouplicafs) 

IritU •! Pasitlan 

Strsat Arfrfrssi and City Wh«r« L«e«t»4 



Form 4 



Sufg«tti«n N».~(L««v^ tiwik) 



P/ «o«« » yp» or pf\ni your <c/«o, l>«/ng sur« to sopp/y o// /nformof/on r»qu««f«d Vou mby affoeh Mltlonaf sh««fs one/ slt«feh« 



M«y w« liava yaur ^armlBsian t« y«ur irfantity authsr •! this su|(«atl«n7 (□ Y*« Q N« 



Til. us.^y Ih. Slala ol my .ugg..l,on tholl not lorm lha bolt •( • lulur. claim •( any nolura upon ih. Slala ol MInn.tolo by m.. my h.ln, ond ottlgn.. 
Sigixfur. Ooi. 



Hoftia.Addratt (St'*«t snj C)tV) 



^ S«elal Sseurlty Na. 



ERIC 
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Form 5 



PROFESSIONAL 'DEVELOPME^ SABBATICAL APPLICATION 
Name ^ ■ Date 



Period for which a Professional DeVelxjpment Sabbatical- is requested: 



Purpose of Sabbatical: (If space Is insufficient, please continue on another sheet.) 

(a) If you ^an to travel, where will you be going and what will you be doing? 
This statement should be aa explicit as possible?\ Mention all major stops and the 
nature of you work there. Will you be observing? ^Participating in seminars* or 
workshops? Attending classes? Etc. 



(b) If you plan to attend school, what is the purpose? To work toward a 
degree? (If so, wha^^^'d agree?) Expand knowledge? Etc* Where wi^LI! you be attending 
school? 



(c) Do you expf^ct to be wot^king under a fellowship or research grant? To 
what amount does your fellowship 'subsidize you? What are your commitments and 
obligations under it? 
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(over) 



(d) Explain how this training will benefit you and the ins t:*, tut ion in your 
subs.eqaent work. For example? do you intend to offei;_^new courses? Write a book? 
^Etc. ' ' . ■ " 



Number of years service Mankato State College (including this year)_ 



Highest degree held?_ 



If less than a doctorate, how many semes tet 



hours beyond the master's degree do you have? ^ 

How many of these hours have been obtained with^h the past five years?_ 



Hw were the credits earned during the last five years. acquired? During a leave 

without pay? If so, when? _ ' ^ 

And where? 



O^her (i.e., night classes, workshops:^ etc.)_ 



3: 



Have you been on sabbatical from Mankato State College before^ 
If so. when and for how long? 






Purpose of former sabbatical? ^ 


^ 



If you prefer, please add any additional comments covering points not rai^fted by the 
above qutestions. ' 



r 
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^ , , Form 6 

PROFESSIONAL DEVELOPMENT SABBATICAL AGREEMEI^T 



Accepting a Professional DevelopiDent Sabbatical tor the period 
carries the following obligations: ^ ' ^ - ^ - 



1. A program of professional developntent- will be pursued as follows^ 

. / ' " ■■■■■■■■ " ' ^ ■ 



2. It is required that a faculty member return to this College after his/her 

Professional Development Sabbatical for at lease otie academic year of servtce. 

*■ ' 

If a decision is^ made not to return to this College: / 

* a) No salary payments will be disbursed^ ^rom'the date of the notification. ^ " 
b) The salary money received during the trdfessional Development Sabbatical 
will become due and payable to the State of llinnesota within one ye-ar 
from the date notification is given ^iot ^to return. 



4. The attached Profess 
with the Academic ^i 
campus* 



rional Development fittllow-up will be completed and .filed 
,ce President within two weeks following return to the 

\ 



5. This Professional Eavelopment Sabbatical is funded at full pay , half 
other . — ' 



Andrew Een 

; , Asst. Vice President for Academic Affairs 

\ ■ ■ * . 

This i3 to indicate th4t I am acquainted with the Professional Development 
Sabbatical provisions as outlined above. I agree to the conditions as set forth. 
I understand that Professional Development Sabbaticals for periods Ipnger than 
one quarter are remunerated at the rate of one-half of the regular salary.' A 
Professional Devtilopmcnt Sabbatical for one quarter carries, full pay, unless a 
mutually acceptable arrangement between the faculty meinber," department chairperson, 
^d dean is agreed upon rcRaAding reduction in the recipient's salary for the 
purpo^se of obtaining vsome assistanre for the department. 



Date Signature 



Distributions: Original - leave recipient ^ 

2 carbon - Academic Vice President's Office 
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form 7 ^ 



PROFESSIONAL DEVELOPMENT SABBATICAL FOLLOW-UP 



On conclusion of the study, research, or related activity funded by your 
Professional Development Sabbatical, please complete the following and return 
to the Academic Vice President's Office. If .the sabbatical supported additional 
study, attach a transcript or program certificate* 

■ ^ » • • - . 

Date 



In vhat ways, if any, did the work or study deviate from that proposed in 'the 
Sabbatical application? " 



Indicate how the work or" study funded by tha. Prof ess i^pal^* Development Sabbatical 
has had impact on your teaching or research. 

r /•■ "^^^ 



Other comments or reactions which may aid the Departmental Personnel Committee, 
Department Chai rpt rson e t c . , in evaluating future applications. 



Name 
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Form 9 



MEDIA SYSTEM • Reprographics 
Duplicating and Printing Work Request 

^fC nix -miii FORM OUT coMnjrrKuv }jc 


Job # 


R«qu«tt«d ly 


Todoyi Oof* 


Out Dot* 


Dapartmant 




luildint 


Poif 0\\\f lax 


Phona Number 


Function to !• Chorgtd 


Number Of Originoli 


Copies P«r Original 


Approvad ly Sch. Oman Ctr. Dir. D«pt. Ckoirifian or Prog. Ltodtr | 


Phona Approval 



^ Pt.KAM CHICK APPfVOPfllATK SOX OR BQXBS ^ 

Plo.n Pop«r I [ lock !o lock ' j [ Cut ond/ 



□ 
□ 

□ For Spaciol Quality Paper 
Contqci 389/1181' 



ar trim 



plain Colorad Papar 



Lattarhaad Bond 



Callol* 



□ 
□ 



StopU 



I I HoUi PunchtdQ 2 [ [3 



unch li Ploitic Bind 



Plaoia Coll Whan Ready 



t>fC %4tASC a^KC^FY ANY SPKCIAL INSmUCnONa MCLOW ^ 



/ 



FOR RuaiNKsa OFF1CS uac only 



Acct No 


Ob. 


Cod. 


RaUranca No 


^Dota 


Amount 


Cr Acct 


iiiii^ 


^\7\jI\ 


6|l 


\ 


iiiiilX 


III 


X 


II 1 1 1 1 1 1 1 


X 


J|l |6|0|2|7|.|.|4 
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Form 11 



MSA 21A ; instructions on back 

* US£ WITH f CRM MSA21 



PRIVATE CAR MILEA6E REPORT 




*Mfl» ^1 .0 flt USED TO w«r Pf^tvflTf 
AiRi R«»T J'.f 



MILES CLAIMED PO^AR AVAfLABLE * 

MILES CLAIMED NO POOL CAR AVAILABLE 

ACTUAL OUT OF STATE MILEAGE ** 

OUT OF STATE IN LI^U OF MILEAGE: 
••AIR COACH FARE OR ACTlJAl MILES AT APPROVED RATE 
O (WHICHEVER IS LESS) 

ERIC 



TOTAL MILES 

MILES RATE 
ibu (5) lAc 

@ 

^ @ 



5 22. AO 

$ 

$ 
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INSTRUCTIONS FOR USE OF MSA 21A 



(A) This form is used in conjunction with MSA 21 to reimburse an employee for 
use of a private owned auto lor private owned aircraft) on the basJS,of miles 
driven (or f^own). It supports the amount claimed for private car mileag6 on' 
form MSA 21, 

■<» 

The form provides space to record miles driven (flown) and To determine the 
amount of reimbursement The rate of reimbursement is expressed in cents per 
mile and is shown as in the "State of Minnesota Travel Regulations'" as issued 
by the Commissioner of Administration. 

The form may also be used to determine th|^ amount to be paid lo an employee 
for out of state private car usage when i4sed m lieu of air transportation 

(B) It IS intended that the form be completed by the employee on a trip by trip 
basis. The employee name and period covered by the report should be written 
on the top line 

^ 

(C) Day • Day of Month on which^ car was pns/en (Vjay he month and <lay 
expressed as MM/DD or 11/15 for November 15th 

(D) Reason for travel and cost code - An explanaOon of the reasan^)r purpose for , 
the travel and a cost accounting code if a tost code is used by tKe departmenlr* 

(E) Pool car available - An indicator as to availability or non availability of StalD 
Motor Pool c^^r on a d^y by day basis (This indication is necessary to 
determinie rate at wrtich roimburstyi^nt is to br made ) 

(F) OHinal State- mileatje - LiiJt point of origin. and destination cities or towns 

(G) T.ip .'nilt*% The miles for the shortest direct route Injtwi'Oii "From" anri "To" 
i(K jtions-dcr.ordiny to Highway department records 

(H) Lf>cal rniie5> Actual odomnter miles o! dnvirvi m vicinrty of (JfStiriation 
i<i\xpr reaching destination) necessary to accomplish purr)asp of the. trip or, (2) 
.i( tual odpmeter miles driven when private car is unpfb by an employop m the 
VM inity of his hnrpp station as necessary for t r. vorl. i5'.Kin'iior i , 

(I) Hutstatf rriiles Milos, driven by an empfoyoe on a irif) out of sijtr from at tual 
otlometer reading or from a standard roarl <itlas liVtiri'i of rtnlps hotwcpn cilios 

(J) Tot.>l miU s Add the number of miles in oadi of thrpo columns to qive 'total 

mi'"s*' 

(K) MiUb claimed Miles for which rpimhwr'^pmpnt is'cUiirppfl 

(L) Rato Rate of reimbursement (expressed in cents lur rtnip) as dPtprmmpd by 
Trjvel Requloiions 

(M) Out of State in lieu of inilea^> Calculation of thp amount due to employee 
when a private car is used out of state m Iipu of Air Coacfi fare See Travel 
Regulations and Accounting Procedure Section E 2 , 
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Admin, ^orm 435 
STATE OF MINNESOTA - DEPAftTMENT OF ADMINISTRATION 

REQUE$T|FOR REIMBURSEMENT OF SPECUL EXPENSE 



Form 12 



Pr^parc^in tnphcate and forward to budget dwtsion at least ten days in advance of date on which special expense rU to be incurred. Original 
tripuc^e will be foruarded to the state auditor. Do not use any improv ised farm in submitting request. V * 



Authoriziftion bt the Commissioner of Adni^ustratior,' for reimbursement of special expenses is requested as follows: 
X. TYPE OF EXPENSE (Ch.ck appropriote box [«]): Q Confer«n« ond Rcflistrotlon Fee. □ Speclol Meals or Banquets 
□ SemJno, and Institute F*es □ Field Stoff Meeting □ Chonge of Station Expense, Q Ort.er_ 



(•p«clfy) 




James S. Jones 
Prof essbr / 
Engiish Department 
Manka&o State LTniversity 



October 22, 1975 Chicago\ Illinois 



(Purpose of Trip*) 



3. TOTAL ESTIMATED AMOUNT OF EXPENSE TO BE INCURRED: 



4. Name of Agency 
M^nkato State Universit^ 
-.5 * 



5. index: 
ItffYi - Fund 

iiI001:02-I00 



6. Date 
8-15-75 



$10.00 ^ 



7. Authenticotion (authorized signature and title) 



Request for reimbursement of special expanses itemized obdve is: 

8A. 1 1 Approved in on omountnot to exceed $_^,. 

8B. □ Not A'p proved. 



(Date nf Approval) 



(Authorized Signature • Department of Administration) 



er|c 
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